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BACKGROUND  OF  THE  DEPARTMENT 

In  1837,  the  Massachusetts  Legislature,  the  Great  and  General 
Court,  established  the  first  State  Board  of  Education  in  the 
nation.   Horace  Mann  was  appointed  the  Board's  secretary.   He 
became,  in  effect,  the  first  Commissioner  of  Education.   The 
responsibility  of  the  Board  of  Education  was  to  investigate 
conditions,  report  facts,  expose  defects,  and  make 
recommendations  to  the  Legislature. 

At  the  turn  of  the  century,  the  Legislature  reorganized  the  Board 
of  Education.   Its  responsibilities  were  amended  to  include  the 
appointment  of  a  Commissioner. 

In  1965,  as  a  result  of  the  Willis-Harrington  Study,  the  General 
Court  completely  reorganized  the  Department  of  Education  into 
three  administrative  units  -  a  Board  of  Education,  a  Board  of 
Higher  Education,  and  a  Massachusetts  Advisory  Council  on 
Education.   The  Board  of  Education,  appointed  by  the  Governor, 
was  given  the  responsibility  of  supporting,  serving,  and  planning 
general  education  in  all  public  schools  of  the  Commonwealth.   The 
twelve  member  Board  oversees  all  Department  programs  and 
operations  and  votes  on  all  educational  policies  presented  by  the 
Commissioner  of  Education,  deputy  commissioners,  and  associate 
commissioners . 

The  organization  and  functions  of  the  Department  are  established 
in  the  General  Laws  and  through  the  Department's  authority  to 
develop  regulations  and  initiate  new  educational  legislation. 
There  are  five  divisions  in  the  Department,  four  of  which  relate 
to  educational  programs:   Curriculum  and  Instruction,  Special 
Education,  Occupational  Education,  and  School  Facilities  and 
Related  Services.   Administration  and  Personnel  provides  support 
to  the  program  divisions  and  to  the  approximately  749  employees. 
Each  division  is  further  divided  into  bureaus  and  units. 

The  Commissioner  of  Education  serves  as  the  agency  head,  assisted 
by  the  Executive  Deputy  Commissioner,  the  Deputy  Commissioner  for 
Program  Operations,  and  the  divisions'  associate  commissioners. 

REGIONAL I ZAT I ON 

In  1966,  the  Board  of  Education  began  to  examine  the  concept  of 
regionalization  (service  to  local  schools  through  regional 
offices).   Today  there  are  six  regional  education  centers,  which 
are  field  offices  of  the  Board  of  Education.   Since  the  centers 
are  small  and  accessible,  they  are  able  to  respond  to  the  needs 
of  local  school  districts  in  a  way  that  a  centralized  Department 
cannot. 
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The  regional  education  centers'  major  responsibilites  include 
evaluating  programs  and  facilities  for  compliance  with 
educational  laws  and  regulations  and  providing  technical 
assistance  in  the  local  education  agencies  in  the  regions. 

The  staff  at  the  regional  centers  include  the  directors,  team 
leaders,  educational  professionals,  and  support  staff.   They 
provide  a  broad  range  of  services  to  the  public.   Almost  all 
areas  of  agency  expertise  are  represented:   curriculum  services, 
student  services,  adult  education,  bilingual  education,  equal 
educational  opportunity,  occupational  education,  institutional 
schools,  school  building  assistance,  special  education,  and 
school  management  services. 

LOCAL  SCHOOL  DEPARTMENTS 

The  Board  of  Education  is  given  the  statutory  duty  to  see  that 
every  school  system  complies  with  all  laws  pertaining  to 
education.   The  Department's  indirect  control  is  also 
considerable.   For  example,  the  Department  reimburses  various 
school  programs  with  state  and  federal  monies.   The  Department 
must  play  both  a  regulatory  and  a  technical  assistance  role.   The 
Department's  Legal  Office  plays  an  important  role  in  the 
regulatory  function  and  renders  opinions  on  legal  interpretations 
and  procedures  to  follow  in  the  application  of  school  laws.   The 
Legal  Office  provides  legal  services  to  the  Board  and  Department. 

MASSACHUSETTS  BOARD  OF  EDUCATION 

By  statute,  the  Board  is  charged  with  responsibility  to  "support, 
serve  and  plan"  public  education  in  the  Commonwealth.   From  its 
reorganization  under  the  Willis-Harrington  Act  of  1965,  the  Board 
has  worked  steadily  at  defining  directions  for  education.   In 
1971,  it  agreed  upon  fourteen  objectives  to  guide  actions  and 
policies  of  the  Board. 

In  November  1976,  the  Board  reviewed  goals  and  objectives  shaped 
five  years  earlier.   This  review  resulted  in  a  set  of  Continuing 
Objectives  for  1976-81.   They  were  approved  by  the  Board  on 
August  30,  1977.   In  November  1980,  the  Board  reviewed  its  1976 
Continuing  Objectives  and  the  progress  which  had  been  made  under 
each  objective.   On  the  basis  of  this  Progress  and  the  projected 
needs  of  public  education  in  the  Commonwealth,  the  Board  of 
Education  established  a  new  set  of  Continuing  Objectives  for  the 
five-year  period  1982-87.   The  emphasis  throughout  this  process 
has  been  to  focus  on  results  and  the  desired  ends  to  be  achieved. 
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THE  BOARD  OF  EDUCATION  CONTINUING  OBJECTIVES 

1.  Follow-up  and  Strengthen  Basic  Skills  Improvement 

2.  Promote  Greater  Quality  and  Effectiveness  in  Learning 

3.  Broaden  Implementation  of  the  Board  of  Education  Policy  on 
Occupational  Education 

4.  Encourage  Understanding  and  Instructional  Use  of  Technology 

5.  Promote  Equality  of  Educational  Opportunity 

6.  Improve  the  Effectiveness  of  Educational  Personnel 

7.  Support  Reform  of  the  Tax  Structure  for  School  Finance  and 
Improve  State  Aid  for  Education 

8.  Encourage  Student,  Parent  and  Citizen  Involvement  and 
Community  Collaboration 

9.  Promote  Leadership  in  Educational  Governance  Through 
Development  of  Cooperative  Efforts  With  Local  School 
Officials  as  Authorized  by  Chapter  15 

10.   Enhance  Board  of  Education  and  Public  Leadership  in  the 
Climate  of  the  1980s. 
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THE  CURRENT  BOARD  MEMBERS  ARE: 


Mr.  James  F.  Crain,  Chairperson,  Gloucester 

Reverend  Paul  V.  Garrity,  Vice  Chairperson,  Lowell 

Ms.  Milca  R.  Gonzalez,  Shrewsbury 

Mr.  James  R.  Grande,  Hanover 

Mr.  Joseph  E.  Killory,  Sandwich 

Mr.  Sol  Kolack,  Waban 

Mrs.  Anne  S.  Larkin,  Bedford 

Mrs.  Loretta  L.  Roach,  Boston 

Mr.  Joseph  C.  Savery,  Lee 

Mr.  Sam  H.  Silverstein,  Lincoln 

Ms.  Mary  Ellen  Smith,  Boston 

Mrs.  Mary  C.  Wright,  Woods  Hole 


Ex  Officio:   Dr.  Franklyn  G.  Jenifer,  Chancellor 

Board  of  Regents  of  Higher  Education 


Secretary:   Harold  Raynolds,  Jr. 

Commissioner  of  Education 
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BOARD  OF  EDUCATION  POLICY  ON  LEGISLATIVE  MATTERS 


A  statutory  responsibility  of  the  Board  of  Education  is  to 
propose  and  evaluate  legislation  affecting  elementary,  secondary 
and  adult  education  in  the  Commonwealth.   To  assure  communication 
on  legislative  matters  which  is  coordinated  and  fully  in  accord 
with  Board  policy,  the  following  will  govern  actions  of  the 
Department  of  Education.   Nothing  contained  herein  is  intended  to 
restrict  the  freedom  of  any  individual  to  exercise  his  or  her 
full  rights  of  citizenship  (see  No.  6  below)  or  to  impede  the 
provision  of  official  information  to  members  of  the  Great  and 
General  Court  (see  No.  7  below): 

1.  The  Board  of  Education  retains  for  itself  the  policy 
decision  to  support  or  oppose  bills  under  consideration  by 
the  Great  and  General  Court  and  to  propose  bills  on  behalf 
of  the  Board  and  Department.   Department  employees  and 
advisory  groups  appointed  by  the  Board  or  Department  may  not 
take  positions  on  legislation  or  submit  bills  except  in  full 
accordance  with  Board  policy  and  in  a  manner  described  in 
"2"  below. 

2.  The  normal  procedure  for  developing  and  communicating  Board 
positions  on  legislative  matters  will  be  as  follows: 

Divisional  linkers  will  meet  with  the  staff  of  the 
Office  of  Legislative  Affairs  to  analyze  pending 
legislation  and  to  recommend  that  the  Board  support 
or  oppose  the  proposals.   In  most  cases  a  statement 
will  be  drafted  for  the  Commissioner's  signature  and 
distributed  to  appropriate  legislators.   Copies  of 
these  statements  will  also  be  made  available  to 
appropriate  division  heads  and  bureau  directors  so 
that  everyone  will  be  informed  as  to  Board  Positions. 
The  Board  annually  in  a  regularly  scheduled  meeting, 
will  decide  on  new  petitions  for  legislation.   The 
Board  will  regularly  review  all  bills  before  the 
Great  and  General  Court  affecting  elementary  and 
secondary  education  to  determine  its  positions  and  to 
review  existing  positions  on  legislative  matters. 

3.  Testimony  may  be  given  before  committees  of  the  Great  and 
General  Court  by  Department  employees  or  by  advisory  groups 

.  appointed  by  the  Board  or  Department  only  with  approval  of 
-  the  Commissioner  or  Executive  Deputy  Commissioner  through 
the  Office  of  Legislative  Affairs. 

4.  Department  employees  or  advisory  groups  appointed  by  the 
Board  or  Department  may  not  in  any  way  commit  the  Board  on 
legislative  matters  either  directly  or  indirectly  unless 
expressly  authorized  to  do  so.   Particular  attention  is 
necessary  regarding  written  statements  on  Department 
stationery. 
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5.  All  requests  from  outside  the  Department  for  positions  on 
legislative  matters  should  be  referred  to  the  Commissioner 
through  the  Office  of  Legislative  Affairs.   Department 
personnel  or  advisory  groups  appointed  by  the  Board  or 
Department  who  wish  to  request  Board  positions  on  legisla- 
tion should  forward  the  request  through  normal  channels  to 
the  Office  of  Legislative  Affairs. 

6.  Individual  employees  of  the  Department  and  members  of 
advisory  groups  appointed  by  the  Board  or  Department  of 
course  retain  their  rights  as  individual  citizens  to 
petition  for  and  comment  on  legislation  before  the  Great  and 
General  Court.   Except  where  expressly  authorized  to 
represent  the  Department,  such  persons  must  make  clear  in 
testimony  that  they  do  not  represent  the  Board  or  Department 
and  are  speaking  solely  as  individual  citizens.   Employees 
of  the  Department  wishing  to  express  individual  views  on 
legislative  matters  must  do  so  outside  of  normal  working 
hours,  or  by  taking  leave  in  accordance  with  normal  approval 
procedures . 

7.  All  employees  and  units  of  the  Department  should  promptly, 
efficiently  and  courteously  provide  official  public  infor- 
mation requested  by  members  and  staff  of  the  Great  and 
General  Court.   If  there  is  any  problem  or  delay  connected 
with  doing  so,  employees  should  immediately  inform  the 
Office  of  Legislative  Affairs  so  that  the  Commissioner  or 
Executive  Deputy  Commissioner  can  be  notified.   It  is  the 
Board's  desire  that  appropriate  assistance  requested  by 
legislators  or  their  staffs  be  handled  expeditiously  and  in 
a  manner  which  is  a  credit  to  the  Board  and  to  the 
Department.   The  Office  of  Legislative  Affairs  should  be 
informed  of  all  legislative  requests  and  will  assist  where 
necessary  in  preparing  responses  and  coordinating 
appropriate  actions. 

The  Executive  Deputy  Commissioner,  through  the  Office  of  Legisla- 
tive Affairs,  is  responsible  for  coordinating  all  legislative 
relations  and  for  implementation  of  the  Policy  of  the  Board  of 
Education  on  Legislative  Matters. 

WHAT  DEPARTMENT  OF  EDUCATION  EMPLOYEES  DO 

The  professional  staff  of  the  agency,  ranging  from  educational 
specialists  to  accountants,  work  directly  with  school  districts. 
On  a  daily  basis,  staff  are  involved  with  parents,  teachers, 
administrators,  and  other  agencies  to  accomplish  the  Department's 
objective  of  assuring  quality  education  in  the  Commonwealth's 
elementary  and  secondary  schools  and  adult  education  programs. 
Clerical  and  para-professional  staff  provide  key  support  to  the 
Department  in  the  implementation  of  its  operations. 
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HOW  THE  DEPARTMENT  OF  EDUCATION  IS  ORGANIZED 

The  Department  of  Education  is  divided  functionally  into  program 
and  administrative  divisions  and  bureaus,  and  geographically  into 
a  Central  Office,  six  Regional  Centers  and  several  Institutional 
Schools . 

COMMISSIONER'S  OFFICE 

Responsible  for  establishing  and  implementing  for  the  Board  of 
Education  and  Massachusetts  General  Court  all  policies, 
standards,  laws  and  regulations  affecting  public  elementary, 
secondary,  and  adult  education  and  the  students,  teachers  and 
administrators. 

EQUAL  EDUCATIONAL  OPPORTUNITY  BUREAU 

Assist  school  districts  in  planning  and  implementing  their  race 
desegregation  plans  and  in  preventing  and  resolving  racial 
conflicts.   Advise  on  Department  wide  civil  rights  compliance 
activities . 

EXECUTIVE  PLANNING  OFFICE 

Identifies  educational  policy  issues  for  the  Commissioner,  and 
evaluates  and  disseminates  research  and  study  committee  findings 
on  issues  affecting  education. 

LEGAL  OFFICE 

Provides  legal  assistance  to  the  Commissioner  and  Department  of 
Education  staff  and  assists  them  in  interpreting  and  enforcing 
State  and  Federal  education  law  in  local  school  districts. 

EXECUTIVE  DEPUTY  COMMISSIONER'S  OFFICE 

Directs  and  coordinates  relations  with  State  and  Federal 
executive  agencies  and  offices,  the  State  Legislature  and 
Massachusetts  Congressional  Delegation,  school  districts  and  the 
public. 

LEGISLATIVE  AFFAIRS  OFFICE 

Serves  as  liaison  between  the  Department  and  Massachusetts 
General  Court  and  coordinates  Department  legislative  activities. 

OFFICE  OF  THE  DEPUTY  COMMISSIONER  FOR  PROGRAM  OPERATIONS 

Directs,  monitors,  supports  and  evaluates  the  operation  of  the 
five  divisions  and  six  regional  centers;  supervises  the  progress 
of  the  Commissioner's  Annual  Operational  Plan. 
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OFFICE  OF  REGIONAL  SERVICES 

The  six  regional  centers  (Central  Massachusetts,  Greater  Boston, 
Northeast,  Northwest,  Southeast  and  Greater  Springfield)  provide 
technical  assistance  and  support  services  to  local  school  dis- 
tricts and  other  local  educational  agencies,  including  monitoring 
educational  programs,  in-service  training  for  teachers  and 
administrators  and  coordination  of  funding  for  programs  in  areas 
such  as  basic  skills,  desegregated  education,  nutrition  educa- 
tion, occupational  education  and  special  education. 

RESEARCH  AND  ASSESSMENT  BUREAU 

Develops  and  disseminates  tests  for  all  skill  areas  of  Basic 
Skills  Improvement  Policy.   Assists  schools  in  policy 
implementation  by  visits,  workshops,  test  approval  and 
publications.   Conducts  statewide  assessment  programs  in  Basic 
Skills.   Develops  evaluation  instruments  for  program  and 
policies.   Maintains  information  on  national  and  state  wide 
College  Entrance  Examination  Board  (SAT)  test  scores. 

DIVISION  OF  ADMINISTRATION  AND  PERSONNEL 

Responsible  for  providing  Department-wide  support  services  includ- 
ing Personnel,  Labor  Relations,  Office  of  Automation,  Department- 
wide  Budget  Development,  Contract  Review  and  Processing,  Data 
Processing/Collection  and  Business  Office  Services. 

DIVISION  OF  CURRICULUM  AND  INSTRUCTION 

Provides  assistance  and  guidance  to  the  school  districts  of  the 
Commonwealth  in  the  following  programmatic  areas;  basic  skills, 
METCO,  community  education,  student  rights,  transitional 
bilingual  education,  adult  education,  teacher  certification, 
educational  resources  and  television,  voluntary  integration 
efforts,  gifted  and  talented  education  and  the  Commonwealth 
Inservice  Institute. 

DIVISION  OF  OCCUPATIONAL  EDUCATION 

Oversees  programming  and  disposition  of  all  federal  funds  for 
occupational  education  at  secondary  and  post-secondary  levels  and 
for  other  occupational  education  programs  and  activities; 
provides  technical  assistance  to  school  districts  in  developing 
and  implementing  occupational  education  programs. 

DIVISION  OF  SCHOOL  FACILITIES  AND  RELATED  SERVICES 

Conducts  fiscal  audits  of  state  and  federal  programs.   Provides 
assistance  to  school  officials  in  establishing  regional  school 
districts.   Issues  guidelines  and  conducts  workshops  in  the 
preparation  of  information  for  end-of-year  reports  and  fall 
statistical  reports,  in  conjunction  with  other  Department  units; 
and  assists  schools  in  all  aspects  of  nutrition  education 
programs  and  school  management  services. 
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DIVISION  OF  SPECIAL  EDUCATION 

Oversees  programming  and  disposition  of  all  funds  for  elementary 
and  secondary  special  education.   Monitors  special  education 
programs  in  public  and  private  schools  to  assure  compliance  with 
Public  Law  94-142,  Public  Law  89-313  and  Chapter  766.   Provides 
guidance  and  assistance  to  students,  parents  and  local  education 
agencies  to  insure  positive  resolution  of  differences  concerning 
educational  plans  for  children  with  special  needs.   Manages  and 
administers  special  education  grants  and  contracts. 

BUREAU  OF  INSTITUTIONAL  SCHOOLS 

Provides  for  special  education  services  to  children  in  insti- 
tutions under  the  control  of  Department  of  Mental  Health,  Public 
Health,  and  Youth  Services.   Administers  state  and  federal  funds 
allocated  for  special  education  for  children  residing  in  these 
institutions.   Insures  that  special  education  staff  who  provide 
these  services  meet  requirements  for  certification. 
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CENTRAL  OFFICE  STAFF 

COMMISSIONER:   Harold  Raynolds,  Jr.  770-7300 

EXECUTIVE  ASST.  TO  THE  COMMISSIONER:   William  Crowley  770-7300 

EQUAL  EDUCATIONAL  OPPORTUNITY  BUREAU:   Charles  Glenn  770-7530 

OFFICE  OF  EXECUTIVE  PLANNING:   (Vacant)  770-7308 

OFFICE  OF  GENERAL  COUNCIL:   Rhoda  Schneider  770-7315 

EXECUTIVE  DEPUTY  COMMISSIONER:   Michael  Daly  770-7302 

OFFICE  OF  LEGISLATIVE  AFFAIRS:   Barbara  Beal  770-7306 

DEPUTY  COMMISSIONER  FOR  PROGRAM  OPERATIONS:   Fred  Williams    770-7200 

SPECIAL  EDUCATION  APPEALS  BUREAU:   Carol  Kervick  770-7499 

OFFICE  FOR  REGIONAL  SERVICES:   John  Kearney  770-7590 

SCHOOL  FACILITIES  AND  RELATED  SERVICES  DIVISION 

Associate  Commissioner:   David  Jones  770-7222 

External  Audit  Bureau:  Charles  Melchin  770-7229 
Nutrition  Education  and  School  Food  Services  Bureau: 

John  Raftery  770-7248 

School  Building  Assistance  Bureau:  John  Calabro  770-7238 
School  District  Reorganization  and  Collaborative  Bureau 

Peter  Murphy  770-7598 

School  Management  Services  Bureau:   Leo  Turo  770-7538 

OCCUPATIONAL  EDUCATION  DIVISION 

Associate  Commissioner:   David  Cronin  770-7350 

Administrative  Services  Bureau:   John  Manning  770-7376 

Education  Training  and  Employment  Bureau:   Frank  Llamas  770-7370 

Financial  Management  Bureau:   Robert  Silberzweig  770-7389 

Planning  Research  and  Evaluation  Bureau:  John  McDonagh  770-7381 
Post-Secondary  Occupational-Technical  Education  Bureau: 

Phyllis  Lary  770-7387 

Program  Services  Bureau:   Elaine  Cadigan  770-7354 

ADMINISTRATION  AND  PERSONNEL 

Associate  Commissioner:   Richard  Wong  770-7326 

Data  Collection/Processing  Bureau:   Thomas  Collins  770-7203 

Fiscal  Affairs  Office:   Joseph  Toppin  770-7324 

Budget  Development  Office:   Anthony  DeLorenzo  770-7328 

Business  Office:   Joseph  Ryan  770-7400 

Operational  Support  Bureau:   Cecilia  DiBella  770-7510 

Personnel  and  Labor  Relations  Bureau:   David  Young  770-7334 
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SPECIAL  EDUCATION  DIVISION 

Associate  Commissioner:   Roger  Brown  770-7468 

Executive  Director:   Judith  Riegelhaupt  770-7432 

Institutional  Schools  Bureau:   Marvin  Moore  770-7472 

Management  Bureau:   Richard  Knox  770-7464 

Program  Audit  and  Assistance  Bureau:   Robert  Johnson  770-7443 
Program  Development  and  Evaluation  Bureau:   Sharon  Goldsmith  770-7481 

CURRICULUM  AND  INSTRUCTION  DIVISION 

Associate  Commissioner:   James  Case  770-7540 

Educational  Resources  Bureau:   John  LeBaron  727-6395 

Research  and  Assessment  Bureau:   Allan  Hartman  770-7205 

School  Programs  Bureau:   Barbara  Krysiak  770-7615 
Student,  Community  and  Adult  Services  Bureau: 

Kathleen  Atkinson  770-7580 
Teacher  Preparation,  Certification  and  Placement  Bureau: 

Thomas  O'Connor  770-7526 

Transitional  Bilingual  Education  Bureau:   Ernest  Mazzone  770-7545 

REGIONAL  EDUCATION  CENTERS 

Central  Mass.  Regional  Education  Center:   Joan  Schuman  727-1346 

Greater  Boston  Regional  Education  Center:   Marlene  Godfrey  641-4870 

Northeast  Regional  Education  Center:   Katherine  Best  727-0600 

Northwest  Regional  Education  Center:   Ron  Areglado  727-8452 

Southeast  Regional  Education  Center:   E.  Curtis  Hall  727-1440 
Greater  Springfield  Regional  Education  Center:   Ann  Schumer   727-7166 
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HOURS  AND  PAY 


WORK  DAY 


The  regular  paid  work  day  for  the  Department  of  Education  is 
seven  and  one  half  (7.50)  hours.   The  daily  work  hours  are  eight 
forty-five  (8:45)  to  five  (5:00),  with  a  forty-five  (45)  minute 
lunchbreak  and  a  fifteen  (15)  minute  restbreak. 

WORK  WEEK 

The  regular  work  week  is  thirty-seven  and  one  half  (37.50)  hours 
for  five  (5)  days,  Monday  through  Friday.   Deviations  for 
flexible  scheduling  may  be  arranged. 

ATTENDANCE  RECORD 

The  unit  manager  has  the  responsibility  for  verifying  the  weekly 
attendance  schedule  of  all  staff  at  his/her  location  and  sub- 
mitting it  to  the  Bureau  of  Personnel  and  Labor  Relations  by 
Friday  of  that  week  for  Central  Office  and  Tuesday  for  Regional 
Centers.   Regional  Centers  call  in  on  Friday,  mail  schedules  in 
by  Tuesday. 

DEPARTMENT  OF  EDUCATION  FLEXIBLE  TIME  PROGRAM  -  RULES 

1.  All  employees  must  work  37.50  hours,  exclusive  of  lunch,  as 
determined  for  their  job  title. 

2.  An  employee  may  voluntarily  choose  to  participate  in  the 
flexible  hours  program.   An  employee  will  be  able  to  return 
to  standard  schedule  within  a  reasonable  time  (no  later  than 
30  days)  . 

3.  An  employee  shall  choose  his/her  flex-schedule  and  once 
approved  by  the  supervisor,  shall  maintain  that  schedule 
unless  advance  permission  is  granted  to  amend  the  schedule. 

4.  An  employee  may,  with  advanced  permission,  work  more  hours  on 
another  day  (this  is  not  overtime). 

5.  Everyone  must  be  working  (in  the  office  or  at  field 
assignment)  during  coretime  -  9:45  A.M.  to  12  noon  and  2:00 
P.M.  to  4:00  P.M. 

6.  Work  can  start  as  early  as  7:45  and  as  late  as  9:45. 

7.  The  normal  time  allowed  for  lunch  is  45  minutes.   All 
employees  must  take  a  minimum  of  30  minutes  for  lunchtime. 
Lunch  is  normally  taken  between  12:00  and  2:00  P.M. 

8.  In  order  to  insure  adequate  work  coverage,  a  minimum 
percentage  of  employees  are  required  to  be  present: 
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a.  From  official  office  opening  to  start  of  coretime 
(8:45  -  9:45)  25%. 

b.  During  lunchtime  (12:00  -  2:00)  25%. 

c.  From  end  of  coretime  to  official  closing  time 
(4:00  -  5:00)  25%. 

9.  To  insure  minimum  coverage,  advance  notice  of  employees' 
schedules  may  be  required.  Assignments  will  be  based  on 
seniority  within  the  Department. 

10.  Supervisors  may  require  the  presence  of  employees  at  meetings 
outside  of  core  but  within  normal  workday. 

11.  Switching  schedules  with  other  employees  is  only  done  for 
emergencies  and  the  supervisor  must  approve  the  switch. 

12.  The  Regulations  Governing  Flexible  Hours  Program  for  State 
Employees  apply  to  the  Department  of  Education  program. 

SALARY  INFORMATION 

1.  All  new  employees  must  report  to  the  Bureau  of  Personnel  and 
Labor  Relations  on  their  first  day  to  sign  employment  and 
payroll  forms. 

2.  The  salary  for  each  employee  shall  be  set  at  the  time  of 
employment  in  accordance  with  the  official  salary  schedule 
for  his/her  job  title. 

3.  Salary  rate  increases  are  subject  to  the  state  collective 
bargaining  agreements  and  the  approval  of  the  legislature. 

4.  Step  raises  are  given  after  each  52  weeks  of  creditable 
service,  however  it  should  be  noted  that  these  step  raises 
are  not  automatic  and  may  be  denied  due  to  unsatisfactory 
performance. 

5.  Employees  are  paid  weekly,  on  Thursday.   Retirement,  state 
and  federal  taxes,  and  Union  dues  (if  applicable)  are 
automatically  deducted  from  your  check.   Employees  hired  on 
or  after  April  1,  1986  are  required  to  pay  the  Medicare 
portion  of  the  Social  Security  tax,  this  amount  is 
automatically  deducted  also.   With  your  authorization,  other 

.deductions  may  be  made. 

DIRECT  DEPOSIT 

Employees  may  have  their  weekly  payroll  check  directly  deposited 
into  a  participating  bank.   If  you  are  interested  in  having 
direct  deposit,  you  should  complete  an  enrollment  card  at  the 
Department's  Payroll  Office. 
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TRAVEL  VOUCHERS 

IN  STATE  TRAVEL 

Travel  shall  be  reimbursed  in  accordance  with  the  terms  of  the 
collective  bargaining  agreement  and  the  state  personnel  regu- 
lations.  The  current  mileage  rate,  as  established  by  applicable 
collective  bargaining  agreements  and  the  Commissioner  of  Adminis- 
tration, is  $.22  per  mile. 

1.  The  team  leader  approves  in-state  travel  vouchers  of  staff 
under  his  or  her  supervision. 

2.  The  Regional  Center  Director  approves  in-state  travel 
vouchers  of  team  leaders  under  his  or  her  supervision. 

3.  The  Bureau  Director  approves  in-state  travel  vouchers  of 
Bureau  staff  consistant  with  budgetary  allocations. 

OUT-OF-STATE  TRAVEL 

The  individual  staff  member  has  the  responsibility  for  initiating 
out-of-state  travel  requests.   The  forms  needed  for  such  requests 
are  the  Department's  Out-of-State  Travel  Request  Internal 
Approval  form  and  (form)  AF-5.   It  is  incumbent  upon  the  traveler 
to  make  sure  that  the  forms  are  completed  and  signed  by  the 
appropriate  people. 

The  employee  has  the  option  of  using  a  travel  agency  or  make 
their  own  arrangements  and  submit  a  travel  voucher  for 
reimbursement.   Although  the  travel  agency  is  able  to  make  hotel 
and  travel  arrangements,  they  can  only  make  payments  on 
airfare.   Therefore,  hotel  accomodations  and  ground  transportation 
must  be  paid  for  by  the  traveler. 

In  the  case  of  conferences,  it  is  the  responsibility  of  the 
traveler  to  submit  registration  materials  to  the  Business  Office. 
This  is  especially  important  for  hotel  reservations  for  the 
conference. 

All  invoices  and  any  other  financial  data  pertaining  to  out-of- 
state  travel  must  be  hand  delivered  to  Linda  Clark  in  the 
Business  Office  (770-7412)  immediately  upon  receipt  of  your 
tickets. 

APPROVED  LEAVE  OF  ABSENCE 

BEREAVEMENT 

Employees  who  have  been  employed  for  three  consecutive  (3)  months 
are  allowed  up  to  four  (4)  calendar  days  with  pay  when  a  death 
occurs  in  the  immediate  family.   Members  of  the  immediate  family 
are  considered  to  be  spouse,  child,  parent,  brother,  sister, 
grandparent,  grandchildren,  parent  of  spouse  or  person  living  in 
the  employee's  household. 
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CHILDBIRTH/MATERNITY  LEAVE 

MATERNITY  LEAVE:  A  full  or  part-time  employee  who  has  completed 
her  probationary  period,  or  has  been  employed  at  least  three  (3) 
consecutive  months  if  no  probationary  period  exists,  and  who  has 
given  a  notification  to  return,  shall  be  granted  maternity  leave 
without  pay  not  to  exceed  eight  (8)  weeks  for  the  purpose  of 
giving  birth.  Accrued  vacation  and  sick  leave  may  be  used  at  the 
commencement  of  maternity  leave. 

PATERNITY/ADOPTIVE  LEAVE:   Any  employee  who  has  completed  his/her 
probationary  period  or  who  has  been  employed  at  least  three  (3) 
consecutive  months  if  no  probationary  period  exists,  and  has 
notice  of  his/her  intention  to  return,  upon  written  application 
to  the  appointing  authority  may  be  granted  parental  or  adoptive 
leave  to  care  for,  or  to  make  arrangements  for  care  of  a  minor 
dependent  child  under  the  age  of  three  (3)  whether  or  not  the 
child  is  the  natural,  adopted  or  step  child  of  such  employee. 
Leave  granted  under  this  provision  shall  be  without  pay  or 
benefits  for  such  period. 

CIVIC  DUTY  LEAVE 

An  employee  on  leave  of  absence  for  jury  duty  is  entitled  to 
receive  his/her  regular  week  salary,  less  the  amount  received  for 
jury  duty.   Each  employee  so  affected  must  provide  proof  of 
compensation  for  jury  duty. 

MILITARY  LEAVE 

Employees  who  are  required  to  serve  a  period  of  time  each  year  in 
a  reserve  component  of  the  armed  forces  of  the  United  States  are 
allowed  a  leave  with  pay.   However,  an  annual  tour  of  duty  is  not 
to  exceed  seventeen  (17)  work  days  per  fiscal  year.   The  total 
use  of  seventeen  (17)  days  does  not  have  to  be  consecutive. 

VOTING  LEAVE 

You  may  be  granted  two  (2)  hours  leave  for  voting  in  town,  city, 
state  or  national  elections  if  your  hours  of  work  otherwise 
prevent  you  from  voting. 

PERSONAL  LEAVE 

Full-time  employees  who  appear  on  the  payroll  as  of  July  1st  are 
credited  annually  with  three  (3)  paid  personal  days  which  may  be 
taken  during  the  following  twelve  (12)  months.   Personal  leave 
days  may  not  be  carried  over  from  one  fiscal  year  to  the  next. 
Part-time  employees  will  be  granted  personal  leave  days  on  a 
prorated  basis. 
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DATE  OF  HIRE  PERSONAL  LEAVE  DAYS 

July  1  -  September  30  3 

October  1  -  December  31  2 

January  1  -  March  31  1 

April  1  -  June  30  0 

SICK  LEAVE 

The  Department  of  Education  continues  salary  payments  to 
employees  while  they  are  unable  to  work  because  of  bona  fide 
illness . 

1.  Employees  shall  earn  sick  leave  at  the  rate  of  one  and 
one  quarter  (1.25)  days  for  each  complete  month  worked, 
not  to  exceed  fifteen  (15)  days  per  fiscal  year. 

2.  Employees  shall  begin  to  earn  sick  leave  credit  on  the 
first  calendar  day  of  the  month  following  the  date  of 
employment . 

3.  An  employee  who  is  absent  without  pay  more  than  one  day 
in  a  calendar  month  will  not  receive  any  sick  leave 
credit  for  that  month. 

4.  Sick  leave  credits  accumulate  during  employment  with  the 
Department  if  you  are  on  industrial  accident  or  any 
authorized  leave  with  pay  benefits. 

5.  An  employee  unable  to  report  for  work  because  of  sickness 
or  the  illness  of  a  spouse  or  child  must  notify  their 
immediate  supervisor  as  early  as  possible. 

6.  There  is  no  limit  to  the  amount  of  sick  leave  that  may  be 
accumulated,  and  employees  should  build  up  a  reserve  of 
sick  leave  to  protect  themselves  from  losing  income  due 
to  lengthy  illness  or  disabling  accident. 

7.  Upon  retirement  from  state  service,  you  will  receive 
twenty  percent  (20%)  of  the  value  of  your  unused  sick 
leave.   This  payment  does  not  effect  your  pension 
benefit.   If  you  terminate  or  resign  from  state  service 
you  will  not  receive  this  benefit. 

8.  Sick  leave  benefits  are  subject  to  the  state's  collective 
bargaining  agreement.   Additional  information  on  sick 
leave  can  be  obtained  from  the  Bureau  of  Personnel  and 
Labor  Relations. 

VACATION  LEAVE 

Vacation  eligibility  is  based  on  the  length  of  service.   Such 
periods  away  from  work  are  meant  to  provide  relaxation  and 
freedom  from  the  daily  routine  and  pressures  normally  encountered 
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so  that  the  employee  will  return  to  work  refreshed.   Therefore, 
all  employees  should  plan  to  take  their  vacation  annually.   The 
vacation  year  for  state  employees  is  consistant  with  the  state's 
fiscal  year,  July  1st  to  June  30th.   Vacation  leave  is  credited 
on  the  last  day  of  the  fiscal  year.   It  cannot  be  accumulated  or 
be  carried  over  for  more  than  one  (1)  succeeding  vacation  year. 

Vacation  Eligibility 

1.  Length  of  service  determines  paid  vacation  leave  time. 

2.  Less  than  one  (1)  year  is  pro-rated  at  the  rate  of  one 
day  for  each  calendar  month  of  service,  but  not  to  exceed 
ten  (10)  days. 

3.  One  (1)  year  or  more,  but  less  than  four  and  one  half 
(4.50)  years  of  service,  receives  two  (2)  weeks. 

4.  Four  and  one  half  (4.50)  years,  but  less  than  nine  and 
one  half  (9.50)  years  of  service,  receives  three  (3) 
weeks . 

5.  Nine  and  one  half  (9.50)  years  of  service  receives  four 
(4)  weeks. 

6.  Nineteen  and  one  half  (19.50)  years  of  service  receives 
five  (5)  weeks. 

A  person  entering  state  employment  with  previous  municipal  or 
public  school  service  can  use  time  to  count  toward  service 
years  for  vacation  purposes. 

LEAVE  BALANCES 

Employee  leave  balances  (sick,  vacation,  and  personal)  will  be 
noted  on  your  check  stub  and  will  reflect  the  balance  as  of  the 
previous  week.   All  leave  balances  will  be  noted  in  hours. 

HOLIDAYS 

The  Department  of  Education  observes  the  following  holidays: 

New  Year's  Day  (January  1) 

Martin  Luther  King  Day  (Third  Monday  in  January) 

Washington's  Birthday  (Third  Monday  in  February) 

*  Evacuation  Day  (March  17) 
Patriot's  Day  (Third  Monday  in  April) 
Memorial  Day  (Last  Monday  in  May) 

*  Bunker  Hill  Day  (June  17) 
Independence  Day  (July  4) 

Labor  Day  (First  Monday  in  September) 
Columbus  Day  (Second  Monday  in  October) 
Veteran's  Day  (November  11) 

Thanksgiving  Day  (Fourth  Thursday  in  November) 
Christmas  Day  (December  25) 
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*  Only  in  Suffolk  County 

All  holidays  are  observed  on  the  dates  shown  above  unless  the 
state  designates  an  alternate  day.   In  order  to  receive  pay  for 
any  one  of  these  holidays,  you  must  be  on  the  payroll  the  day 
before  and  the  day  after  the  holiday.   If  you  must  work  on  a 
Suffolk  County  holiday,  you  will  receive  another  day  off  with  pay 
within  sixty  days  following  the  holiday  (Managers  and  confiden- 
tial employees  within  30  days),  to  be  taken  at  a  time  approved  by 
the  agency  head.   If  a  compensatory  day  cannot  be  granted  by  the 
agency  or  department  because  of  a  shortage  of  personnel  or  other 
reasons,  then  you  shall  be  entitled  to  an  additional  day's  pay. 

Additionally,  an  employee  who  is  not  scheduled  to  work  on  Suffolk 
County  Holiday,  if  the  employee's  usual  work  week  is  five  (5)  or 
more  days,  shall  be  entitled  to  a  day  off  within  sixty  (60)  days 
following  the  holiday,  to  be  taken  at  a  time  approved  by  agency 
head,  or  if  a  compensatory  day  cannot  be  granted  by  the  agency  or 
department  because  of  a  shortage  of  personnel  or  other  reasons, 
then  he  or  she  shall  be  entitled  to  an  additional  day's  pay. 

SKELETON  DAYS 

In  the  case  of  extreme  heat,  snow  or  ice  storms,  the  severity  of 
the  conditions  may  vary  across  the  State.   For  this  reason,  the 
decision  to  authorize  a  skeleton  force  will  be  left  to  the 
Department's  appointing  authority  (or  head  of  each  facility  or 
institution. ) 

For  informational  purposes,  a  telephone  report  will  be  made  to 
the  Bureau  of  Personnel  regarding  the  details  of  the 
circumstances  dictating  skeleton  authorization,  including: 

1.  location; 

2.  number  of  employees  released; 

3.  time  of  release;  and 

4.  weather  or  other  factors  involved. 

No  skeleton  should  be  authorized  until  1:00  p.m.  on  the  second  or 
subsequent  work  day  in  a  series  of  consecutive  work  days  when  the 
official  outside  air  temperature  exceeds  95  degrees.   There  are 
many  factors  to  be  considered,  including  the  availability  of  air 
conditioning  and  indoor  versus  outdoor  work.   Detailed  standards 
and  procedures  are  not  being  provided.   The  decision  rests  with 
the  agency  head. 

Often  a  storm  affects  only  part  of  the  State.   Skeleton  force 
authorization  should  be  limited  to  the  geographical  area 
concerned. 

The  presence  of  mass  transportation,  other  private  agency 
closings  and  car  pools  should  be  among  the  items  considered. 
Again,  the  decision  rests  with  the  Department's  appointing 
authority  (or  head  of  each  facility  or  institution). 

Employees  should  not  call  the  Governor's  Office,  the  Executive 
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Office  for  Administration  and  Finance  or  the  Department  of 
Personnel  Administration  for  information  on  possible  skeleton 
authorization . 

All  state  offices  must  remain  open  during  skeleton 
authorizations . 

EMPLOYEE  BENEFITS 

DEFERRED  COMPENSATION 

One  of  the  benefits  available  to  all  employees  is  a  Deferred 
Compensation  Program.   Deferred  compensation  is  a  long-range 
investment  plan  by  which  you  set  aside  and  invest  "before-tax" 
dollars  to  earn  interest  and  dividends  for  your  future  financial 
needs. 

There  are  two  categories  of  deferred  compensation  available  to 
Department  of  Education  employees.   The  first  option  allows 
employees  to  set  up  a  deferred  compensation  plan  through  a 
private  insurance  company.   The  company  can  be  located  anywhere 
in  the  country.   The  employee  does  their  own  work  setting  up  the 
plan  and  signing  the  contract  with  the  company,  the  Department 
will  withhold  the  money  through  the  PMIS  payroll  system;  the 
insurance  company  will  bill  the  Department  of  Education  and  the 
Department  will  send  out  a  check  to  the  company. 

The  second  option  allows  employees  to  join  the  state  employees 
deferred  compensation  plan  called  PEBSCO  (Public  Employees 
Benefit  Services  Corporation) .   This  plan  is  handled  by  the  State 
Treasurer,  who  handles  all  arrangements.   The  employee  signs  a 
card  stating  the  amount  they  want  to  come  out  of  their  check, 
this  amount  is  taken  out  in  equal  amounts  in  two  (2)  installments 
(twice  a  month) . 

INSURANCE 

State  employees  may  participate  in  a  group  life  and  health 
insurance  plan.   At  present,  the  Department  of  Education  offers 
most  employees  the  following  plans: 


Blue  Cross/Blue  Shield 
Harvard  Community  Health 
Valley  Health  Plan 
Fallon  Community  Health 
Rhode  Island  Group  Health 
Multi-Group  Health  Plan 


Medical  West  Community  Health 
Healthway  Medical  Plan 
Bay  State  Health  Care 
Pilgrim  Health  Care 
Tufts  Health  Plan 
Central  Mass  Health 


The  state  shares  the  premium  cost  for  the  $5,000  (mandatory) 
basic  life  insurance  and  the  basic  health  insurance.   The 
Commonwealth  will  pay  90%  of  the  cost  of  health  insurance  for 
most  employee  titles.   This  share  is  determined  by  collective 
bargaining  and  approved  by  the  legislature. 
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Additional  (option)  term  life  insurance  is  available  in 
increments  of  $1,000  up  to  a  maximum  of  $1,000  less  than  the 
employee's  salary. 

New  member  coverage  for  group  life  and  health  coverage  becomes 
effective  the  first  of  the  month  following  two  (2)  full  calendar 
months  of  employment.   If  you  do  not  enroll  within  the  two  (2) 
month  period,  you  must  wait  until  the  anniversary  date  which  is 
July  1,  of  each  year  to  obtain  coverage  (arrangements  should  be 
made  during  the  enrollment  period  of  April  14  -  May  30. 

WORKMEN'S  COMPENSATION 

All  employees  are  covered  by  Workmen's  Compensation  on  the  date 
of  hire.   The  Workmen's  Compensation  Act  provides  financial 
compensation  and  payment  of  certain  medical  expenses  to  workers 
for  injuries  sustained  or  certain  illnesses  arising  out  of  their 
employment.   When  an  accident  occurs  while  at  work,  you  or  your 
supervisor  should  contact  the  Bureau  of  Personnel  and  Labor 
Relations  immediately. 

UNEMPLOYMENT  INSURANCE 

The  Division  of  Employment  Security  provides  unemployment  insur- 
ance benefits  to  workers  who  have  been  temporarily  unemployed 
through  no  fault  of  their  own.   Eligible  claimants  receive  about 
one  half  of  their  average  weekly  salary  up  to  a  limit  of  $185. 
Benefits  are  paid  for  a  maximum  of  thirty  (30)  weeks  under 
ordinary  circumstances,  but  supplemental  benefits  may  be 
authorized. 

RETIREMENT 

The  Commonwealth  of  Massachusetts  has  its  own  retirement 
system.   Membership  in  the  system  is  mandatory  for  all  full-time 
employees  under  the  age  of  sixty-five  and  all  part  time  employees 
under  sixty-five  who  work  at  least  eighteen  and  three  quarter 
(18.75)  hours.   Each  week  eight  percent  of  your  gross  salary  will 
be  deducted  for  retirement. 

All  employees  under  the  age  of  sixty-five  may  withdraw  their 
accumulated  deductions  from  retirement  system  upon  resignation 
from  state  service  or  if  they  have  at  least  ten  years  of  service, 
they  may  leave  them  on  deposit  and  apply  for  a  retirment  allow- 
ance upon  reaching  the  age  of  fifty-five.   All  employees  aged 
fifty-five  or  over  with  at  least  ten  (10)  years  of  service,  if 
hired  on  or  after  January  1,  1978,  who  resign  from  state  service 
may  receive  a  retirement  allowance,  but  may  not  withdraw 
accumulated  deductions. 

An  employee  may  choose  to  retire  at  any  time  after  completing 
twenty  years  of  service  or  if  an  employee  was  hired  after  January 
1,  1978  and  has  completed  ten  (10)  years  of  service,  at  any  time 
after  reaching  the  age  of  fifty-five.   However,  the  employee's 
pension  allowance  will  be  less  than  if  the  employee  waited  until 
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the  age  of  sixty-five. 

Provision  has  also  been  made  for  an  accidental  disability  retire- 
ment allowance  for  an  employee  that  is  injured  on  the  job  and 
benefits  are  provided  to  the  spouse  and  dependent  children  on 
death  of  an  employee  as  a  result  of  an  on-the-job  injury. 

TUITION  REMISSION 

Educational  Benefits  are  provided  for  the  purpose  of  professional 
and  career  development  of  employees.   The  mechanism  of  providing 
this  benefit  to  employees  in  collective  bargaining  in  the 
executive  branch,  excluding  Higher  Education  is  through  the 
program  of  Tuition  Remission  under  each  of  the  collective 
bargaining  agreements. 

Under  the  Tuition  Remission  Program  full-time  employees  enrolled 
in  a  state  supported  degree  program  at  state  colleges,  state  uni- 
versities and  community  colleges  are  entitled  to  full  remission 
of  tuition  (100%).   Full  time  employees  in  self-sustaining 
continuing  education  programs  at  one  of  these  institutions  are 
entitled  to  remission  of  half  of  their  tuition  (50%).   Informa- 
tion as  to  which  courses  fall  under  each  category  may  be  obtained 
from  the  individual  schools. 

In  order  to  receive  this  benefit  you  must  submit  a  Certificate  of 
Eligibility  to  the  Office  of  Employee  Relations  three  (3)  weeks 
in  advance  of  the  tuition  payment.   This  certificate  is  available 
in  the  Department's  Personnel  Office  and  must  be  approved  by  the 
Personnel  Officer  prior  to  being  sent  to  OER.   The  Office  of 
Employee  Relations  will  return  the  certificate  to  you  for  your 
submission  to  the  educational  institution  you  are  planning  to 
attend. 

It  is  important  to  note  that  the  tuition  remission  benefit  is  for 
use  during  non-work  hours,  and  employees  utilizing  the  program 
are  expected  to  work  a  full  work  week. 

MASSACHUSETTS  EMPLOYEE  ASSISTANCE  PROGRAM 

The  Massachusetts  Employee  Assistance  Program  (MEAP)  is  designed 
to  assist  state  employees  whose  work  performance  is  being  impaired 
by  alcohol,  drugs,  mental  illness,  family  or  other  problems.   The 
program  has  several  components,  including: 

-  -  Confidential  interviewing  and  problem  analysis; 

-  Referral  of  individuals  to  appropriate  community 

treatment  sources; 

-  Liaison  with  State  Agencies  and  employee  unions; 

-  Training  of  supervisors  and  union  stewards; 

-  An  ongoing  series  of  seminars  on  employee  wellness. 
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For  additional  information  and  literature,  contact  the  Department's 
Personnel  Office,  1385  Hancock  Street,  Quincy,  Massachusetts  02169; 
telephone  (617)  770-7334  or  Massachusetts  Employee  Assistance 
Program,  73  Tremont  Street,  Suite  706,  Boston,  Massachusetts  02108. 
The  telephone  number  for  MEAP  within  Metropolitan  Boston  is 
(617)  367-6960;  outside  of  Metropolitan  Boston,  call  toll  free 
(800)  842-2248. 

POLICIES/SUBJECTS  EVERY  EMPLOYEE  SHOULD  BE  AWARE  OF 

RIGHT  TO  KNOW 

The  Commonwealth's  Right  To  Know  Law  provides  rights  to  employees 
regarding  the  communications  of  information  on  toxic  and 
hazardous  substances.   These  rights  include  a  notice  posted  in  a 
central  location  in  the  workplace  informing  you  of  your  rights 
under  the  law.   The  law  also  makes  provisions  for  annual  training 
for  those  who  work  with  toxic  and  hazardous  substances  and  the 
right  to  obtain  and  examine  the  Material  Safety  Data  Sheet  (MSDS) 
for  any  toxic  or  hazardous  substance  to  which  you  "are",  "may  be" 
or  "have  been"  exposed.   Your  request  must  be  made  to  your 
employer  in  writing.   After  four  working  days  from  the  date  the 
request  is  made  an  employee  can  refuse  to  work  with  the  substance 
when  two  conditions  exist: 

1.  The  Right  to  Know  Coordinator  fails  to  furnish  you  with 
the  Material  Data  Sheet  and 

2.  The  Right  to  Know  Coordinator  fails  to  furnish  you  with 
proof  that  the  employer  has  exercised  diligent  efforts  to 
obtain  the  MSDS  either  from  the  manufacturer  or  through 
the  Commission  of  Labor  and  Industries. 

If  you  are  classified  as  performing  an  essential  service  you  may 
not  refuse  to  work  with  the  substance.   You  should  contact  your 
supervisor  to  determine  if  you  are  performing  an  essential 
service. 

If  you  believe  you  have  been  discharged,  disciplined,  or 
discriminated  against  by  your  appointing  authority  or  agency  head 
for  exercising  rights  granted  under  the  law,  you  have  one 
hundred-eighty  (180)  days  to  file  a  complaint  with  the 
Commissioner  of  the  Department  of  Labor  and  Industries.   A  copy 
of  the  verified  complaint  must  be  sent  to  your  appointing 
authority  or  agency  head  at  the  same  time  by  certified  mail. 

HEALTH  AND  SAFETY 

The  health  and  safety  of  employees  is  one  of  our  primary 
concerns^  Every  effort  is  made  to  provide  you  with  a  healthy  and 
safe  working  environment.   You  are  reminded  to  use  common  sense 
to  avoid  needless  accidents  and  to  use  the  appropriate  safety 
equipment,  if  required.   You  should  report  any  condition  which 
you  believe  to  be  injurious  or  potentially  injurious  to  your 
health  to  your  supervisor  as  soon  as  possible. 
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There  is  an  evacuation  plan  for  each  location.   It  is  advisable 
to  familiarize  yourself  with  this  plan.   See  addendum. 

A  sick  bay  is  located  on  the  third  floor  of  1385  Hancock  Street, 
diagonally  across  from  the  lunch  room.   It  contains  two  beds  and 
minor  emergency  medication  for  the  convenience  of  employees  who 
become  ill. 

SEXUAL  HARRASSMENT 

Consistent  with  federal  regulations,  sexual  harassment  is  defined 
as  follows: 

Unwelcome  sexual  advances,  request  for  sexual  favors  and 
other  verbal  or  physical  conduct  of  sexual  nature  constitutes 
sexual  harassment  when  (1)  submission  to  such  conduct  is  made 
either  explicitly  or  implicitly  a  term  or  condition  of  an 
individual's  employment;   (2)  submission  to  or  rejection  of 
such  conduct  by  an  individual  is  used  as  the  basis  for 
employment  decisions  affecting  such  individuals;  or   (3)  such 
conduct  has  the  purpose  or  effect  of  unreasonable  interfering 
with  an  individuals  work  performance  or  creating  an 
intimidating,  hostile  or  offensive  working  environment. 

If  you  have  any  questions  regarding  this  matter,  please  contact 
the  Department  Sexual  Harassment  Complaint  Facilitator  at 
770-7334. 

CIVIL  RIGHTS 

The  Massachusetts  Department  of  Education  is  committed  to 
ensuring  equal  educational  opportunity  throughout  the 
Commonwealth's  schools.   Every  Department  staff  member  is 
responsible  for  civil  rights  and  for  upholding  state  and  federal 
mandates  protecting  those  rights.   Therefore,  it  is  incumbent 
upon  all  employees  to  familiarize  themselves  with  mandates 
prohibiting  discrimination  against  students  based  on  race,  sex, 
religion,  color,  national  origin  or  handicap.   Specific  laws, 
regulations  and  guidelines  related  to  civil  rights  are  included 
in  the  appendix. 

EQUAL  EMPLOYMENT  OPPORTUNITY/AFFIRMATIVE  ACTION 

The  Department  of  Education  is  an  equal  opportunity/affirmative 
action  employer.   It  is  the  policy  of  the  Department  to  take 
positive  and  aggressive  measures  to  eliminate  any  existing 
discriminatory  practices  and  to  ensure  equal  opportunity  in  all 
aspects  of  its  personnel  actions,  including,  but  not  limited  to: 
hiring,  promotions,  terminations,  and  compensation.   If  you  feel 
you  have  been  discriminated  against  in  your  employment,  you 
should  contact  the  Department's  Affirmative  Action  Officer. 

See  the  Department's  Affirmative  Action  Plan  for  more  detailed 
information  on  Department  policy  and  procedure  regarding 
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Affirmative  Action.   To  obtain  a  copy  of  the  Department's 
Affirmative  Action  Plan  contact  your  manager. 

POLITICAL  ACTIVITIES 

STATE  LAW 

All  employees  may  be  members  of  a  political  organization, 
work  in  a  political  campaign  or  contribute  to  a  campaign 
committee.  However,  you  are  prohibited  by  state  law  from 
engaging  in  certain  kinds  of  other  political  activity.   For 
example,  you  cannot  directly  or  indirectly  solicit  or  receive 
any  gift  or  contribution  for  the  political  campaign  purposes 
of  any  candidate  for  public  office  or  any  political 
committee. 

FEDERAL  LAW 

Any  employee  whose  principal  employment  involves  an  activity 
financed  in  whole  or  part  by  the  Federal  Government  may 
engage  in  partisan  political  campaigning,  may  be  a  candidate 
for  a  political  office,  and  may  be  a  candidate  in  a  non- 
partisan election.   You  may  also  attend  political  conventions 
and  serve  as  a  delegate  or  an  alternate,  and  you  can  perform 
volunteer  work  for  a  partisan  candidate,  campaign  committee, 
or  political  party.   However,  you  are  prohibited  by  federal 
law  from  being  a  candidate  for  elective  office  in  a  partisan 
election  or  forcing  another  employee  to  contribute  to  a 
candidate. 


CONFLICT  OF  INTEREST 

Chapter  268A  of  the  Massachusetts  General  Laws  sets  forth  the  law 
concerning  the  conduct  of  public  officials  and  employees.   This 
law  places  restrictions,  in  some  instances,  on  state,  county  and 
municipal  employees;  special  state  employees;  elected  officials; 
immediate  family  (i.e.,  spouse,  parents,  children  and  brothers 
and  sisters)  of  all  aforementioned;  former  county,  state  and 
municipal  employees;  and  members  of  State  Commissions  and  Boards. 
Listed  below  are  few  illustrations  which  should  prove  helpful. 

You  Cannot 

-  Give  or  receive  anything  of  value  with  the  intent  of 
influencing  any  official  act  or  responsibility, 
committing  fraud,  inducing  one  to  commit  or  to  fail  to  do 
any  acts  in  violation  of  his/her  duty; 

-  Attempt  to  influence  the  testimony  under  oath  or 
affirmation  of  a  witness  upon  a  trial,  before  any  court, 
any  committee  of  either  house,  any  agency,  or  commission; 

-  Accept  compensation  of  any  sort  from  anyone  (except  the 
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Commonwealth  or  a  State  Agency)  in  relation  to  any 
particular  matter  in  which  the  Commonwealth  or  State 
Agency  is  a  party  or  has  a  direct  and  substantial 
interest; 

Act  as  agent  or  attorney  for  anyone  (except  the 
Commonwealth  or  a  State  Agency)  for  prosecuting  any  claim 
against  the  Commonwealth  or  State  Agency; 

Have  a  direct  or  indirect  financial  interest  in  a 
contract  made  by  a  State  Agency  in  which  the  Commonwealth 
or  State  Agency  is  an  interested  party  (there  are  several 
exceptions  which  allow  you  to  have  an  interest  in  a  state 
contract;  it  is  recommended  that  you  should  review 
M.G.L.,  Chapter  268,  Section  7). 


You  Can 


Assist  any  person  who  is  the  subject  of  disciplinary  or 
other  personal  administration  proceeding,  so  long  as  you 
are  not  compensated  and  your  assistance  is  not  inconsis- 
tant  with  faithful  performance  of  your  official  duties; 

Testify  under  oath  or  make  statements  required  to  be  made 
under  penalty  for  perjury  or  contempt; 

Act,  with  or  without  compensation,  as  an  agent  or 
attorney  for  members  of  your  immediate  family  or  for  any 
person  for  whom  you  serve  as  guardian,  executor, 
administrator  trustee,  or  other  personal  fiduciary, 
provided  that  the  state  official  responsible  for  your 
appointment  approves  and  provides  that  the  matter  in 
which  you  are  acting  is  not  one  in  which  you  have 
participated  in  your  official  capacity  or  is  a  subject  of 
your  official  responsibility. 

Before  you  engage  in  an  activity  which  may  violate  the 
Conflict  of  Interest  Laws  of  the  Commonwealth  you  should 
request  an  opinion  from  the  State  Ethics  Commission,  One 
Ashburton  Place,  Room  1413,  Boston,  massachusetts   02108, 
telephone  (617)  727-0060. 


GENERAL  INFORMATION 

PERSONNEL  FILES 

Your  personnel  file  is  confidential.   Access  to  the  file  is 
limited  to  those  instances  where  there  is  clear  need  for 
information,  or  where  you  have  given  written  consent. 

You  should  notify  the  Personnel  Office  promptly  of  any  changes  in 
your  status  such  as  change  of  name  or  address  so  that  your 
personnel  file  can  be  kept  up-to-date. 
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Each  employee  has  the  right  to  see  their  personnel  file  and  copy 
any  material  contained  in  the  file.   You  also  have  the  right  to 
challenge  the  accuracy  and  propriety  of  any  material  contained  in 
your  file  by  filing  a  written  challenge. 

PERSONNEL  MANAGEMENT  INFORMATION  SYSTEMS  (PMIS) 

The  Commonwealth  of  Massachusetts  Personnel  Management 
Information  Systems  (PMIS)  is  a  comprehensive  flexible  system 
which  provides  timely,  accurate,  and  meaningful  information  about 
personnel  and  financial  activities.   Ultimately  intended  for 
state-wide  use,  PMIS  will  benefit  all  areas  of  state  government 
by  providing  managers  with  the  necessary  information  for  effec- 
tive decision  making  and  improve  management  control  by  monitoring 
and  reporting  all  transactions. 

Functionally,  PMIS  provides  information  and  control  in  five  major 
business  areas:   1)  Position  Management,  2)  Personnel  Administra- 
tion, 3)  Salary  Administration,  4)  Fiscal  Budget  Control  and 
5)  Payroll. 

PMIS  is  a  comprehensive  system  using  state-of-the-art  computing 
technology  to  fulfill  current  and  further  needs  of  state 
government.   It  provides  better  information  to  all  levels  in  the 
executive  and  legislative  branches,  facilitating  fiduciary  and 
management  processes  of  the  state.   Through  unifying  information 
and  organizing  it  in  the  most  useful  ways,  PMIS  furnishes  the 
policy  and  decision  makers  with  a  tool  for  responsive  and  effec- 
tive managing  of  both  personnel  and  fiscal  activities.   And  to 
achieve  future  goals  of  the  state,  PMIS  has  the  capability  for 
added  enhancements  and  flexibility  for  expansion  as  the  informa- 
tion needs  of  the  state  increase. 

One  function  of  PMIS  which  will  directly  affect  all  employees  is 
the  attendance  calendar.   A  calendar  is  set  up  for  each  employee 
to  track  the  employees  use  of  time  on  a  daily  basis,  based  on  an 
employees  work  schedule.   This  schedule  will  store  the  actual 
days  and  hours  in  each  day  that  an  employee  is  scheduled  to  work 
during  the  week.   A  flex-time  indicator  will  identify  employees 
who  participate  in  the  Department's  approved  flex-time  program 
and  whose  work  schedule  and  daily  hours  may  vary. 

PERFORMANCE  MANAGEMENT  SYSTEM  ( PMS ) 

The  Performance  Management  System  (PMS),  the  standard  performance 
evaluation  system  mandated  in  Massachusetts  General  Laws  Chapter 
30,  Section  45  (3),  is  a  performance  evaluation  and  strategic 
planning  process  currently  being  introduced  to  all  managers  in 
Massachusetts  state  government."  The  ultimate  goal  of  PMS  is  to 
help  agencies  and  managers  achieve  tangible,  meaningful  objec- 
tives each  year.   Through  PMS,  managers  can  better  focus  on 
setting  priorities,  directing  efforts  toward  concrete  results, 
and  monitoring  progress  against  established  objectives. 

-26- 


State  implementations  of  PMS  began  in  FY  1985  with  a  pilot 
program  which  involved  600  managers  in  nine  state  agencies. 
During  FY  1986,  the  pilot  participants  began  the  second  PMS  cycle 
and  twenty-eight  additional  agencies  including  the  Department  of 
Education  completed  the  first  year  of  implementation. 
The  PMS  Cycle  is  based  on  the  fiscal  year.   Every  agency  reviews 
its  mission,  sets  agency  goals  for  the  next  three  to  five  years, 
and  establishes  priority  objectives  to  be  accomplished  during  the 
current  fiscal  year.   In  addition,  all  managers  developed  yearly 
individual  performance  objectives  with  their  supervising 
managers.   Progress  toward  the  achievement  of  individual  objec- 
tives is  formally  assessed  at  the  mid-year  progress  review  and  at 
an  annual  evaluation  at  the  close  of  the  fiscal  year.   The  annual 
evaluation  provides  a  time  to  consider  the  needs  of  the  manager 
in  the  areas  of  professional  development  and  performance 
improvement,  and  establishes  a  foundation  for  further  discussions 
about  setting  objectives  for  the  upcoming  year. 

USE  OF  TELEPHONES 

Much  of  the  Commonwealth's  business  is  conducted  on  the  tele- 
phone.  Therefore,  office  telephones  are  for  business  use  except 
in  cases  of  emergency.   In  addition,  telephones  are  the  only 
direct  contact  that  citizens  have  with  their  government.   Callers 
depend  on  you  for  accurate  information  and  quite  often 
inadvertently  do  not  reach  the  office  they  are  seeking.   In  those 
cases  refer  to  the  Department  telephone  directory. 

BULLETIN  BOARDS 

You  are  responsible  for  reading  the  Department's  material  posted 
on  your  bulletin  boards.   This  is  one  of  the  primary  methods  that 
our  agency  uses  to  disseminate  information  to  employees  regarding 
civil  service  examinations,  promotional  opportunities,  state  or 
agency  policies  and  other  matters. 

LABOR  MANAGEMENT 

Chapter  150E  of  the  general  laws,  the  state's  collective 
bargaining  law  for  public  employees,  became  effective  July  1, 
1974.   Bargaining  unit  employees  in  the  Commonwealth  were 
established  by  the  Labor  Relations  Commission  based  on  job 
function  and  job  classification.   Managers  and  confidential 
employees  are  not  in  bargaining  units. 

The  Department  of  Education  employees  are  assigned  to  Units  1,  2, 
3,  6,  8,  9,  or  10.  Each  unit  has  the  right  to  bargain  for  wages, 
hours,  and  other  terms  and  conditions  of  employment. 

1)  Clerical  Titles 

2)  Service  Maintenance 

3)  Laborers 

6)   Professional  Administrative,  Accountants  and  Legal 
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8)  Social  Rehabilitation 

9)  Planners 

10)   Educational  Professionals 

Union  stewards  are  elected  by  members  of  the  union  to  insure  that 
employees  contract  rights  are  observed. 

Units  2,  4,  8,  and  10  are  represented  by  the  "Alliance"  which  is 
a  partnership  between  the  American  Federation  of  State,  County 
and  Municipal  Employees  (AFSCME)  and  Service  Employees 
International  Union  (SEIU).   Other  unions  represented  in  the 
Department  are  the  National  Association  of  Government  Employees 
(NAGE),  representing  Unit  1  and  6,  Massachusetts  Organization  of 
Scientist  and  Engineers  (MOSES),  representing  Unit  9,  and 
Maintenance  Trade  Council,  representing  Unit  3. 

DUES  AND  AGENCY  FEE 

Membership  in  the  union  is  optional.   If  you  elect  to  join  the 
union  you  must  pay  union  dues.   If  you  do  not  elect  to  join  the 
union  you  must  pay  the  union  a  service  fee  for  its  expenses  in 
representing  you  for  Collective  Bargaining  purposes. 

Payment  of  union  dues  or  a  service  fee  is  mandatory. 
Authorization  forms  to  have  these  amounts  deducted  from  your 
paycheck  are  available  in  the  Personnel  Bureau. 

GRIEVANCE  PROCEDURES 

There  is  an  employee  grievance  procedure  for  employees  who  feel 
that  their  contractual  rights  has  been  violated.   To  follow  the 
proper  steps  and  procedures,  employees  should  refer  to  the  union 
contract . 

EMPLOYMENT  PRACTICES 


CLASSIFICATION  OF  PERSONNEL 

The  Department  of  Personnel  Administration  of  the  Executive 
Office  for  Administration  and  Finance  identifies,  defines  and 
describes  the  various  positions  and  types  of  work  performed 
within  the  Commonwealth  and  groups  similar  positions  together 
into  specific  classifications. 

Every  position  in  the  Department,  except  statutory  positions, 
falls  into  a  class  specification.   This  is  an  official  job 
description  consisting  of  titles,  duties,  qualifications  and 
entrance  requirements.   Depending  on  the  class  specification, 
positions  are  either  civil  service  or  non  civil  service. 

An  employee  has  the  right  to  appeal  the  appropriateness  of  a 
class  specification  through  the  State  Department  of  Personnel 
Administration.   A  listing  of  official  job  titles  and  class 
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specifications  is  kept  in  the  Bureau  of  Personnel  and  a  copy  of 
specification  is  available  upon  request. 

CIVIL  SERVICE 

Most  of  the  Department  support  staff  positions,  and  some 
supervisory  and  administrative  positions,  are  subject  to  civil 
service  laws  and  regulations. 

The  civil  service  system  is  a  procedure  established  by  the 
Massachusetts  Law  Chapter  31  and  applicable  rules  and  regulations 
established  by  the  Personnel  Administrator.   The  purpose  of  civil 
service  is  to  fill  positions  in  the  public  sector  with  employees 
selected  on  the  basis  of  an  examination. 

Periodically,  the  Department  of  Personnel  Administration  (DPA) 
will  schedule  examinations  and  distribute  copies  of  civil  service 
examination  announcements.   Copies  of  pertinent  civil  service 
examination  notices  are  posted  on  bulletin  boards  in  all  work 
locations  and  on  the  bulletin  boards  on  the  2nd  floor  of  DPA  at 
One  Ashburton  Place,  Boston,  MA  02108. 

It  is  very  important  that  you  regularly  check  these  bulletin 
boards  to  determine  whether  an  examination  is  scheduled  for  your 
current  position  or  for  other  positions  for  which  you  may 
qualify.   If  an  examination  is  scheduled  for  your  current  or  any 
other  position  for  which  you  may  qualify,  you  should  apply  for 
and  take  the  examination. 

If  your  position  is  subject  to  civil  service,  you  will  receive 
one  of  the  following  types  of  appointments: 

1.  Permanent  Appointment  -  an  appointment  made  after 
certification  from  an  eligible  list  to  a  permanent 
position,  subject  to  a  probationary  period  of  six  (6) 
months  except  where  otherwise  provided,  such  as  twelve 
(12)  months  for  police  and  fire. 

2.  Temporary  Appointment  -  an  appointment  made  for  a 
temporary  unspecified  period  of  time  after  certification 
from  an  eligible  list. 

3.  Provisional  Appointment  -  an  appointment  made  without  an 
eligible  list,  which  must  be  filled  from  a  list  when  an 
examination  has  been  conducted  and  a  list  established. 
Provisional  employees  must  take  and  pass  the  appropriate 
test  when  conducted. 

4.  Emergency  Appointment  -  an  appointment  made  for  a 
specified  time  to  cover  an  unforeseen  emergency.   It  is 
usually  limited  to  thirty  (30)  days. 
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Please  remember  that  retention  of  your  present  position  or 
advancement  to  a  higher  position  will  be  affected  at  some  date  by 
your  taking  the  appropriate  civil  service  examination. 

All  employees  hired  into  civil  service  positions  should  contact 
the  Bureau  of  Personnel  to  learn  of  civil  service  rights  and 
examination  procedures. 

INDIVIDUAL  PERSONAL  SERVICE  CONTRACT,  (03  CONSULTANTS) 

An  03  Consultant  provides  a  professional  service,  which  personnel 
in  the  Department  ordinarily  do  not  render  and  does  not  exceed 
one  year. 

The  Department  cannot  contract  with  an  individual  for  temporary 
clerical  services  except  to  record  and  transcribe  hearings.   The 
Department  is  allowed  however,  to  contract  with  an  organization 
for  emergency  clerical  assistance. 

Contractors  cannot  supervise  Department  employees,  directly  or 
indirectly. 

Individual  contractors  are  generally  prohibited  from: 

participating  in  the  group  insurance  plans  for  state 
employees; 

being  compensated  for  vacation,  sick  time,  holidays  and 
any  time  the  contractor  fails  to  provide  the  services; 

being  included  in  the  retirement  system  for  state 
employees. 

Since  virtually  all  Department  managers  will  have  an  occassion  to 
prepare  or  review  contracts  for  personal  service,  managers  should 
read  Administrative  Bulletin  82-1  in  its  entirety. 

CONTRACT  APPROVAL  PROCEDURE 

Each  division  has  a  person  who  is  responsible  for  the  contracting 
process.   Once  this  person  has  completed  the  contract  package,  it 
must  be  signed  by  the  division's  Associate  Commissioner, 
forwarded  to  the  Office  of  Fiscal  Affairs  for  Department  approval 
and  submitted  to  the  Executive  Office  of  Administration  and 
Finance.   Services  cannot  commence  until  the  form  AF-4  (request 
for  authorization  of  Services)  which  is  part  of  the  contract 
package  has  been  approved  and  stamped  by  the  Comptroller. 

When  contracting  for  data  processing  services,  an  AF-29  form  must 
be  used  in  place  of  the  AF-4.   The  AF-29  must  be  submitted  to  the 
Bureau  of  Operational  Support  for  approval  before  forwarding  to 
the  Office  of  Fiscal  Affairs. 
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HIRING  AND  PROMOTION 

The  majority  of  educational  and  managerial  positions  are  exempt 
from  civil  service.   Non-civil  service  positions  are  advertised 
on  a  monthly  basis  outside  of  and  within  the  Department,  except 
promotional  opportunities  which  may  be  advertised  within  the 
Department  only.   Position  advertisements  emphasize  duties, 
knowledge,  abilities,  skills  and  personal  characteristics 
required  for  a  position.   Following  the  close  of  advertising, 
qualified  candidates  are  screened  and  interviewed  according  to 
offical  Department  procedures.   Each  month  the  Commissioner  of 
Education  submits  recommendations  for  hire  or  promotion  to  the 
Board  of  Education  for  action. 

The  Bureau  of  Personnel  advertises  for  civil  service  positions 
every  three  (3)  weeks.   If  an  employee  is  not  hired  from  a  civil 
service  list,  the  Department  makes  a  provisional  appointment.   It 
is  then  recommended  that  the  employee  file  and  take  the  civil 
service  examination  for  his/her  position  as  soon  as  it  is  given. 

DISCIPLINARY  ACTION 

State  employees  enjoying  tenure  through  statute  or  collective 
bargaining  agreements  can  be  disciplined  or  discharged  for 
failure  to  perform  assigned  responsibilities  or  for  actively 
disruptive  behavior.   Chronic  absenteeism  or  tardiness,  refusal 
to  carry  out  direct  orders  or  instructions,  inability  to  perform 
assigned  tasks  and  abusive  or  violent  behavior  are  all  accepted 
grounds  or  causes  for  disciplinary  action  such  as  demotion, 
suspension,  or  discharge. 

The  purpose  of  the  procedures  established  by  law  or  contract  is 
to  discourage  the  discharge  or  discipline  of  employees  without 
proper  consideration  and  evaluation.   If  a  manager  follows  these 
procedures  carefully  appropriate  disciplinary  action  can  be  taken 
and  upheld. 

PROGRESSIVE  DISCIPLINE  PROCEDURE 

The  Commonwealth  follows  a  "progressive  discipline"  procedure. 
The  procedure  is  designed  to  correct  inadequate  performance, 
tardiness,  or  other  employee  problem  by  a  technique  of 
increasingly  negative  penalties.   These  penalties  include  verbal 
warnings,  written  warnings,  termination,  and  demotion.   The 
procedure  is  intended  to  improve  the  employee's  performance  but, 
ultimately,  if  the  problem  is  not  corrected  the  employee  is 
terminated  from  his/her  job. 

There  are  also  those  instances  where  progressive  discipline 
requires  a  greater  penalty,  e.g.,  suspension  for  insubordination 
(a  direct  challenge  to  management  authority  or  a  willful  failure 
to  follow  the  directions  of  a  manager). 
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The  various  union  collective  bargaining  agreements  require  that 
an  employee  can  only  be  disciplined  for  "just  cause".   Just  cause 
requires  documentation  of  performance  problems  and  observance  of 
the  steps  in  progressive  discipline. 
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RELATIONSHIPS  TO  OTHER  AGENCIES 


FEDERAL  GOVERNMENT 

Each  year  the  Department  receives  federal  funds  allocated  for 
local  assistance  and  Department  administrative  costs.   An 
important  function  of  the  Department  is  to  act  as  distributor  and 
administrator  for  a  variety  of  federal  programs. 

EXECUTIVE  OFFICE  FOR  EDUCATIONAL  AFFAIRS 

In  August  of  1969,  a  bill  was  passed  by  the  legislature  recom- 
mending that  nine  Cabinet  level  posts  be  created  under  the 
Governor.   Each  state  agency  and  department  was  to  be  assigned  to 
one  of  these  executive  offices.   An  Executive  Office  for 
Educational  Affairs,  headed  by  a  Secretary  for  Educational 
Affairs,  was  created  in  1971. 

STATE  LEGISLATURE 

It  is  impossible  to  consider  the  Department  of  Education  as 
separate  from  other  aspects  of  state  government,  and  one  of  the 
closest  interrelationships  is  with  the  legislature.   All  state 
funds  either  distributed  to  local  communities  for  educational 
purposes  or  used  to  operate  the  Department  are  appropriated  by 
the  legislature.   The  Department  must  submit  its  budget  for  the 
next  fiscal  year  to  the  Governor  during  the  month  of  September. 
The  Governor  in  turn  submits  to  the  legislature  a  total  budget 
for  all  departments  and  agencies  by  the  fourth  Wednesday  in 
January,  and  then  the  legislature  does  its  work.   Between 
department  submission  and  final  legislative  approval,  substantial 
changes  can  be  made. 

THE  DEPARTMENT  OF  PERSONNEL  ADMINISTRATION  (DPA) 

The  Department  of  Personnel  Administration  (DPA)  is  responsible 
for  implementing  Personnel  Management  policies  in  regard  to  all 
state  agencies  and  departments  and  those  local  governments 
subject  to  the  civil  service  system.   DPA  has  the  responsibility 
to  oversee  civil  service  and  non-civil  service  positions  at 
managerial  and  non-managerial  levels. 

THE  EXECUTIVE  OFFICE  FOR  ADMINISTRATION  AND  FINANCE 

The  Executive  Office  for  Administration  and  Finance  supervises 
the  administrative  and  fiscal  systems  for  all  agencies, 
commissions,  boards,  divisions  and  departments  within  the 
executive  branch  of  state  government.   When  the  Executive  Office 
was  created  its  responsibilities  were  established  in  three  major 
areas: 

1.   Developing  and  coordinating  financial  policies; 
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2.  Organizing  and  conducting  business  affairs; 

3.  Improving  the  efficiency  and  economy  of  all  procedures 
and  administrative  practices  in  the  Commonwealth. 

The  Executive  Office  for  Administration  and  Finance  is  respon- 
sible for  the  budgetary,  personnel,  purchasing,  and  other 
operation  functions  of  state  government.   Whether  state  agency 
managers  are  able  to  meet  goals  and  pursue  policy  objectives 
effectively  depends  in  part  on  the  overall  ability  of 
Administration  and  Finance  (A  &  F)  to  provide  necessary 
information  and  assistance. 

THE  OFFICE  OF  EMPLOYEE  RELATIONS  (PER) 

The  Office  of  Employee  Relations  has  the  responsibility  of 
reviewing  the  collective  bargaining  agreements  with  all 
bargaining  units,  providing  program  and  research  support  and 
making  recommendations  concerning  them  to  the  Governor. 

In  addition  to  the  collective  bargaining  responsibilities 
described  above,  the  Office  of  Employee  Relations  administers  the 
contract  for  Executive  Branch  employees  and  determines  labor 
relations  policy  in  general.   It  also  assists  departments  in  the 
development  of  overall  labor  relations  capacities  to  improve 
efficiency,  performance  and  productivity  and  in  the 
administration  and  interpretation  of  provisions  of  labor 
agreements . 

Under  the  direction  of  the  Deputy  Director/General  Counsel,  the 
legal  staff  of  OER  represents  the  Commonwealth  in  final  and 
binding  arbitration  under  the  collective  bargaining  agreements, 
before  the  Labor  Relations  Commission  and  the  courts  in 
threatened  and  actual  work  stoppage  situations,  disputes  over 
prohibited  practices  under  the  Massachusetts  General  Laws  Chapter 
150E,  representation  issues,  and  other  legal  issues  relating  to 
labor  relations  and  collective  bargaining. 

STATE  ETHICS  COMMISSION 

The  Massachusetts  State  Ethics  Commission  was  established  in  1978 
to  administer  and  enforce  the  state's  conflict  of  interest  and 
financial  disclosure  laws.   It  is  a  permanent,  independent,  non- 
partisan agency  of  state  government.   The  Commission  consists  of 
five  members  appointed  to  staff  terms  of  five  years.   They  serve 
part-time  and  employ  a  full-time  staff.   Three  members  are 
selected  by  the  Governor,  one  by  the  Secretary  of  State  and  one 
by  the  Attorney  General.   No  more  than  three  members  may  be  of 
the  same  political  party.   Commission  members  and  staff  are 
prohibited  from  certain  political  activities  while  serving  the 
Commission  and  for  one  year  afterward. 
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STATE  OFFICE  OF  AFFIRMATIVE  ACTION 

The  State  Office  of  Affirmative  Action  (SOAA)  was  created  to 
augment  the  efforts  of  the  Director  of  Affirmative  Action.   The 
purpose  of  the  office  is  to  implement  the  governor's  mandate  of 
non-discrimination  and  equal  employment  opportunity  within  state 
government . 

Each  Executive  Office  and  state  agency  is  required  to  have  an 
Affirmative  Action  Plan  approved  by  the  SOAA,  containing  goals 
and  timetables  to  ensure  that  staffing  patterns  reflect  an 
appropriate  percentage  of  racial  minorities,  women,  Vietnam  Era 
Veterans  and  the  handicapped. 

The  SOAA  is  also  responsible  for  monitoring  the  Federal  Culbreath 
Consent  Decree,  which  requires  five  State  agencies  to  take 
specific  action  to  recruit  and  employ  minorities. 

The  SOAA  monitors  the  Department's  affirmative  action  activities 
through  periodic  reports  submitted  by  the  Department.   The 
Department  submits  these  reports  on  a  quarterly  and  annual 
basis.   The  reports  identify  minority  representation  in  the 
Department's  workforce  by  race,  sex,  handicapped  status,  Vietnam 
Era  Veteran,  grade,  and  occupational  group. 

THE  RETIREMENT  BOARD 

Contributions  toward  a  pension  fund  are  collected  and  held  by  the 
State  Board  of  Retirement  rather  than  the  Social  Security 
Administration.   The  amount  of  pension  available  is  computed 
using  a  formula  involving  your  total  length  of  service,  age,  and 
rate  of  pay.   There  are  several  options  to  choose  from  and  you 
should  arrange  for  counseling  with  the  State  Board  of  Retirement 
when  you  near  retirement  age. 
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GLOSSARY 

Administrator   The  Personnel  Administrator  of  the  Commonwealth's 
Department  of  Personnel  Administration. 

Affirmative  Action  The  use  of  positive  and  aggressive  measures 
to  ensure  equal  opportunity,  and  to  remedy  the  effects  of  present 
and  past  discriminatory  practices. 

Appointing  Authority  Any  person,  board,  or  commission  with  the 
power  to  appoint  or  employ  personnel  in  a  position. 

Appointment   There  are  several  types: 

1.  Emergency:  An  appointment  made  for  a  specified  time 
(generally  30  days)  without  requisition,  to  cover  an 
unforseeen  emergency. 

2.  Intermittent:   An  appointment  from  an  eligible  list  to 
recurrent  employment  which  may  be  regular  or  irregular  as 
the  needs  of  the  service  require. 

3.  Permanent:   An  appointment  to  a  permanent  position. 

4.  Provisional:   An  appointment  authorized  on  a  requisition 
when  there  is  no  civil  service  suitable  eligible  list. 

5.  Temporary:   An  appointment  made  for  the  duration  of  a 
temporary  vacancy  from  a  certified  eligible  list. 

Alternative  Departmental  Promotional  Exam:   A  competitive 
examination  for  promotion  within  a  department  open  to  certain 
employees  in  qualifying  titles  who  meet  specific  entrance 
requirements. 

Certification:   The  designation  to  an  appointing  authority  by  the 
administrator,  pursuant  to  the  Civil  Service  law  and  Personnel 
Administration  rules,  of  the  names  of  persons  from  an  eligible 
list  or  register  who  qualify  for  appointment  to  Civil  Service 
positions. 

Chapter  31,  Section  47A  (formerly  Chapter  778):   A  means  for 
appointing  authorities  to  hire  "disadvantaged"  persons  who  pass 
examinations  on  a  "special"  eligible  list.   It  provides  that  the 
Personnel  Administrator  "certify  names  alternatively  from  the 
regular  list  and  the  special  eligible  list." 

Civil  Service:   Classified  civil  service  under  the  General  Laws 
of  Chapter  31  and  Personnel  Administration  rules. 

Civil  Service  Appointment:   An  original  appointment  or 
promotional  appointment  made  pursuant  to  the  provisions  of  the 
Civil  Service  law  and  Personnel  Adminstration  rules. 
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Civil  Service  Employee:   A  person  holding  a  civil  service 
appointment . 

Civil  Service  Law  and  Personnel  Administration  Rules:  Chapter  31 
of  the  General  Laws  as  amended  and  the  rules  promulgated  pursuant 
to  Chapter  31. 

Civil  Service  Position:   An  office  or  position,  appointment  to 
which  is  subject  to  the  requirements  of  the  Civil  Service  law  and 
Personnel  Administration  rules. 

Class  Allocation:   The  first  official  placement  of  a  class  (job 
title)  in  a  job  group  in  a  salary  schedule. 

Class  Reallocation  (Upgrading):   The  official  subsequent 
placement  of  a  class  job  title  in  a  higher  job  group  in  a  salary 
schedule. 

Class  (Class  of  Positions):   All  positions  that  are  sufficiently 
similar  in  kinds  of  duties  and  levels  of  responsibility  that  1) 
the  same  descriptive  title  may  be  used  to  designate  each 
position;  2)  essentially  the  same  test  of  merit  and  fitness  may 
be  used  to  select  employees;  and  3)  under  like  working 
conditions,  the  same  schedule  of  compensation  may  be  applied  with 
equity.   Position  and  class  are  identical  only  when  the  class 
consists  of  a  single  position. 

Class  Specification:   An  offical  description  of  the 
characteristic  duties,  responsibilities  and  qualifications 
requirements  of  a  class. 

Classified  Civil  Service:   Offices  and  positions  to  be  filled 
under  Chapter  31  and  the  Personnel  Administration  rules. 

Classification  Plan:   All  classes  that  have  been  established  for 
an  agency,  and  the  procedures  utilized  to  maintain  the  plan  and 
specification  maintenance. 

Commission:   The  Civil  Service  Commission  of  the  Commonwealth. 

Competitive  Examination:   A  civil  service  examination  held  for 
original  appointment  and  open  to  all  eligible  persons. 

Competitive  Promotional  Examination:   A  competitive  examination 
for  promotion  open  to  certain  employees  of  the  Commonwealth  in 
qualifying  titles. 

Continuous  Examination:   Competitive  examination  held  from  time 
to  time  whenever  the  Administrator  determines  the  public 
convenience  so  requires  for  original  appointment  and  open  to  all 
eligible  persons. 

Delegation:   The  delegation  of  the  administration  of  civil 
service  personnel  functions. 
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Departmental  Promotional  Examinations:   A  competitive  examination 
within  a  department  for  promotion  within  the  department  and  open 
only  to  certain  employees  in  specific  titles. 

Disabled  Veteran:   Any  veteran  who  (1)  has  a  continuing  service- 
incurred  disability  of  not  less  than  ten  percent  based  on  wartime 
service  for  which  he  is  receiving  or  entitled  to  receive 
compensation  from  the  veterans  administration  or,  provided  that 
such  disability  is  a  permanent  physical  disability,  for  which  he 
has  been  retired  from  any  branch  of  the  armed  forces  and  is 
receiving  or  entitled  to  receive  a  retirement  allowance,  or  (2) 
has  a  continuing  service-incurred  disability  based  on  wartime 
service  for  which  he  is  receiving  or  is  entitled  to  receive  a 
statutory  award  from  the  veterans  administration. 

Discharge:   The  permanent,  involuntary  separation  of  a  person 
from  civil  service  employment  by  an  Appointing  Authority. 

Eligible  List:   A  list  established  by  the  administrator,  pursuant 
to  Civil  Service  law  and  Personnel  Administration  rules,  of 
persons  who  have  passed  an  examination;  or  a  re-employment  list 
established  pursuant  to  Section  40  of  Chapter  31;  or  a  list  of 
intermittent  or  reserve  fire  or  police  officers  as  authorized 
under  the  provision  of  Section  60  of  Chapter  31;  or  any  other 
list  established  pursuant  to  the  Personnel  Administration  rules 
from  which  certifications  are  made  to  Appointing  Authorities  to 
fill  positions  in  the  official  service. 

Entrance  Requirements:   The  prerequisites  which  an  applicant  must 
satisfy  to  be  eligible  to  take  an  examination. 

Equal  Employment  Opportunity:   The  removal  of  all  barriers  to 
employment  which  unfairly  discriminate  against  certain  groups  of 
individuals.   This  applies  to  the  areas  of  hiring,  promotion, 
demotion,  transfer,  recruitment,  layoff  or  termination,  rate  of 
compensation,  in-service  or  apprenticeship  programs,  and  all 
other  terms  and  conditions  of  employment. 

Flextime:   A  program  that  allows  participating  employees  to 
schedule  their  work  hours  on  a  daily  basis  within  the  guidelines 
and  bandwidth  established  by  their  department.   The  number  of 
hours  worked  per  week  remains  constant,  but  the  daily  amount  of 
hours  can  vary  with  employee  selected  starting  and  departing 
times. 

Handicap:   Any  condition  or  characteristic,  physical  or  mental, 
which  substantially  limits  one  or  more  major  life  activities;  or 
a  record  of  such  impairment;  or  the  external  manifestations  of 
such  impairment. 
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Job  Analysis:   A  systematic  process  for  the  examination  and 

determination  of: 

the  nature,  characteristics,  functions,  duties, 
activities  or  responsibilities  of  a  job; 

the  knowledge,  skill  or  experience  which  is  essential  to 
have  for  its  performance;  and 

the  environmental  conditions,  safety,  equipment,  tools 
and  related  factors  of  the  job. 

Job  Group:   A  unit  of  a  salary  schedule  which  includes  all 
classes  in  a  position  classification  plan  which  are  sufficiently 
comparable  in  value  as  regards  duties  and  responsibilities, 
regardless  of  the  field  of  work  of  which  they  form  a  part,  so 
that  the  same  salary  range  may  be  made  to  apply  to  all  classes  in 
the  same  unit  of  a  salary  schedule. 

Labor  Service:   The  composite  of  all  civil  service  positions 
whose  duties  are  such  that  a  suitable  selection  for  such 
positions  may  be  made  based  upon  registration  pursuant  to  Section 
28  of  Chapter  31  rather  than  by  competitive  examination. 

Massachusetts  Employee  Assistance  Program  (MEAP):   A  program 
established  to  aid  employees  whose  work  performance  has 
deteriorated  because  of  alcohol  and  drug  abuse,  and  other 
personal  problems  that  affect  productivity  on  the  job. 

Occupational  Group  (Occupation):   All  positions  within  a  given 

discipline  or  field  of  work  (all  positions  that  are  similar  in 

kind)  regardless  of  level  responsibility  (e.g.,  the  Professional 
Engineering  Group) . 

Original  Appointment:   An  appointment  pursuant  to  Section  6  or 
Section  28  of  Chapter  31. 

Performance  Evaluation:   An  evaluation  of  an  employee's 
performance  in  accordance  with  the  standards  outlines  in  Section 
6A  to  6C,  inclusive  of  Chapter  31  of  Section  46C  (a)  of  Chapter 
30. 

Permanent  Employee:   A  person  who  is  employed  in  a  civil  service 
position  (1)  following  an  original  appointment,  subject  to 
serving  of  a  probationary  period  as  required  by  law,  but 
otherwise  without  restriction  as  to  the  duration  of  his  or  her 
employment;  or  (2)  following  a  promotional  appointment,  without 
restriction  as  to  the  duration  of  his  or  her  employment. 

Position  Classification  Plans:   The  plans  resulting  from  position 
allocation  pertaining  to  the  personal  services  of  the 
Commonwealth,  except  offices  and  positions  in  the  judicial  and 
legislative  branches. 
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Position  Reallocation:  Any  subsequent  official  placement  of  a 
position  in  a  class,  forming  part  of  a  position  classification 
plan  of  the  Commonwealth. 

Probationary  Period:   A  preliminary  period  of  employment  prior  to 
permanent  appointment  of  an  employee  for  the  purpose  of 
determining  his/her  fitness  for  permanent  employment. 

Promotional  Appointment:   An  appointment  pursuant  to  Section  7 
or,  in  the  labor  service  pursuant  to  the  Personnel  Administration 
Rules,  or  a  person  employed  in  one  title  to  a  higher  title  in  the 
same  or  a  different  series,  or  to  another  title  which  is  not 
higher  but  where  substantially  dissimilar  requirements  prevent  a 
transfer  pursuant  to  Section  35  of  Chapter  31. 

Promotion  Examination:   An  examination  for  positions  in  a 
particular  class,  admission  to  which  is  limited  to  employees  in 
the  classified  service  who  have  held  a  position  in  another  class. 

Promotional  List:   A  list  of  persons  who  have  been  found 
qualified  by  a  promotional  examination  for  promotion  to  a 
position  in  a  particular  class. 

Qualifying  Examination:   An  examination  given  to  test  the 
qualifications  of  an  incumbent  whose  position  is  placed  under 
Civil  Service  by  law  or  Personnel  Administration  rule,  or  an 
examination  given  to  an  individual  to  qualify  for  promotion,  as 
provided  in  General  Laws,  Chapter  31,  Section  8. 

Race/Ethnic  Groups: 

White:   All  persons  having  origins  in  any  of  the  original 
peoples  of  Europe,  North  Africa,  or  the  Middle  East. 

Black:   All  persons  having  origins  in  any  of  the  Black  racial 
groups  of  Africa. 

Hispanic:   All  persons  of  Mexican,  Puerto  Rican,  Cuban, 
Central  or  South  American  culture  or  origin. 

Asian  or  Pacific  Islander:   All  persons  having  origins  in  any 
of  the  original  peoples  of  the  Far  East,  Southeast  Asia,  the 
Indian  Subcontinent,  or  the  Pacific  Islands.   This  area 
includes,  for  example,  China,  Japan,  Korea,  the  Philippine 
Islands,  and  Samoa. 

American  Indian  or  Alaskan  Native:   All  persons  having 
origins  in  any  of  the  original  peoples  of  North  America,  and 
who  maintain  cultural  identification  through  tribal 
affiliation  or  community  recognition. 

Regular  Part-Time  Employee:   A  person  who  works  a  regularly 
scheduled  work  week  of  at  least  18.75  hours  and  who  receives 
benefits  prorated  on  the  percentage  of  time  worked. 
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Reinstatement:   The  restoration  of  an  employee  to  a  position 
pursuant  to  the  Civil  Service  law  and  Personnel  Administration 
rules. 

Requisition:   A  request  by  an  appointing  authority  to  the 
administrator  to  certify  names  of  persons  for  appointment  to 
civil  service  positions. 

Seasonal  Position:   A  position  requiring  the  services  of  an 
incumbent,  on  either  a  full-time  or  less  than  full-time  basis, 
beginning  no  earlier  than  May  1  and  ending  no  later  than 
September  30th  or  beginning  no  earlier  than  November  1  and  ending 
no  later  than  April  1  in  any  twelve-month  period;  provided, 
however,  that  the  following  position  shall  not  be  deemed  to  be 
seasonal;  (1)  a  position  in  the  police  force  or  fire  force  of  a 
city  or  town,  (2)  a  position  in  the  detective  force  of  the  state 
department  of  public  safety,  in  the  capitol  police  force,  or  in 
the  police  force  of  the  Metropolitan  District  Commission,  and  (3) 
a  permanent  position  for  which  funds  have  been  appropriated  or 
are  available  on  a  permanent  basis. 

Seniority:   Ranking  based  on  length  of  service. 

Suspension:   A  temporary,  involuntary  separation  of  a  person  from 
civil  service  employment  by  an  appointing  authority. 

Temporary  Employees:   A  person  who  is  employed  in  a  Civil  Service 
position,  after  a  Civil  Service  appointment,  for  a  specified 
period  of  time  for  the  duration  of  a  temporary  vacancy. 

Tenured  Employee:   A  Civil  Service  employee  who  is  employed 
following  (1)  an  original  appointment  to  a  position  on  a 
permanent  basis  and  the  actual  performance  of  the  duties  of  such 
position  for  the  probationary  period  required  by  law  or  (2)  a 
promotional  appointment  on  a  permanent  basis. 

Title:   A  descriptive  name  applied  to  a  position  or  to  a  group  of 
positions  having  similar  duties  and  the  same  general  level  of 
responsibility. 

Unassembled  Examination:   An  examination  which  consists  of 
grading  an  examinee  on  the  basis  of  his/her  training  and 
experience  Chapter  31,  Section  16. 

Unauthorized  Absence:   An  absence  from  work  for  a  period  of  more 
than  fourteen  (14)  days  for  which  no  proper  notice  has  been  given 
by  the  employee  to  the  appointing  authority,  or  person  authorized 
to  do  so,  and  which  may  not  be  charged  to  vacation  or  sick  leave 
allowance,  or  for  which  no  approval  was  given  as  provided  for  in 
General  Laws,  Chapter  31,  Sections  37  and  38,  which  absence  shall 
be  deemed  to  be  an  abandonment  of  his/her  position  and  to  be  a 
permanent  and  voluntary  separation  from  the  service. 
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Vietnam  Era  Veteran:   A  person  who  served  on  active  duty  for  a 
period  of  more  than  90  days,  any  part  of  which  occurred  August  5, 
1964  and  May  7,  1975  and  was  discharged  or  released  with  other 
than  a  dishonorable  discharge  or  was  discharged  or  released  from 
active  duty  for  a  serious  connected  disability  if  any  part  of 
such  active  duty  was  performed  between  August  5,  1964  and  May  7 , 
1975. 

Veteran:   Any  person  who: 

1.  Comes  within  the  definition  of  a  veteran  appearing  in  the 
43rd  clause  of  Section  7  of  Chapter  4;  or 

2.  Comes  within  such  definition  except  that  instead  of 
having  performed  "wartime  service"  as  defined  therein,  he 
has  been  awarded  the  Congressional  Medal  of  Honor  or  one 
of  the  following  campaign  badges:   Second  Nicaraguan 
Campaign,  Yangtze  Service,  Navy  Occupation  Service,  Army 
of  Occupation,  or  medal  for  Humane  Action;  or 

3.  Is  a  person  eligible  to  receive  the  Congressional  Medal 
of  Honor  or  one  of  the  campaign  badges  enumerated  in 
clause  (2)  of  this  paragraph  and  who  presents  proof  of 
such  eligibility  which  is  satisfactory  to  the 
administrator . 

Wartime  Service:   The  same  meaning  as  specified  in  the  43rd 
clause  of  Section  7  of  Chapter  4,  or  active  service  in  the  armed 
forces  of  the  United  States  in  any  campaigns  for  which  an  award 
was  made  of  any  of  the  campaign  badges  enumerated  in  the 
definitions  of  a  veteran. 
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APPENDIX 


CIVIL  RIGHTS  SECTION  OF  EMPLOYEES  HANDBOOK 


I.  CIVIL  RIGHTS  RESPONSIBILITIES  AS  A  STATE  EMPLOYEE — 
OVERVIEW  OF  LEGAL  OBLIGATIONS 

The  Massachusetts  Department  of  Education  is  committed  to  ensur- 
ing equal  educational  opportunity  throughout  the  Commonwealth's 
schools.   Every  Department  staff  member  is  responsible  for  civil 
rights  and  for  upholding  state  and  federal  mandates  protecting 
those  rights.   Therefore,  it  is  incumbent  upon  all  employees  to 
familiarize  themselves  with  mandates  prohibiting  discrimination 
against  students  based  on  race,  sex,  religion,  color,  national 
origin  or  handicap. 

Certain  groups  are  protected  by  Affirmative  Action  and  Equal 
Employment  Opportunity  laws.   These  groups  include  racial  minori- 
ties (Black,  Hispanic,  American  Indian,  Asian),  linguistic 
minorities  (including  persons  with  limited  English-proficiency), 
females,  and  handicapped  persons.   Extra  efforts  are  required  of 
Department  staff  and  school  systems  to  ensure  the  rights  of  these 
protected  groups.   Specific  laws,  regulations  and  guidelines 
related  to  civil  rights  include  the  following: 


U.S.  Constitution. 

Title  VI  of  the  Civil  Rights  Act  of  1964  (Race,  Color  and 
National  Origin),  the  implementing  regulations  and  the  Lau 
remedies. 

Title  IX  of  the  Education  Amendments  of  1972  (Sex)  and  the 
implementing  regulations. 

Section  504  of  the  Rehabilitation  Act  of  1973  (Handicap)  and 
the  implementing  regulations. 

U.S.  Office  of  Civil  Rights  Guidelines  for  Vocational 
Education  Programs  (Race,  Sex,  Color,  National  Origin  and 
Handicap) . 

Massachusetts  Consititution. 

Chapter  622  of  the  Acts  of  1971,  M.G.L.  Chapter  76  Sections  5 
and  16,  (An  Act  to  Prohibit  Discrimination  in  Public  Schools) 
and  the  implementing  regulations. 

Chapter  636  of  the  Acts  of  1974  (Racial  Imbalance  Act,  as 
amended)  and  the  implementing  regulations. 

Chapter  766  of  the  Acts  of  1972  (Comprehensive  Special 
Education  Act)  and  the  implementing  regulations. 

Massachusetts  General  Laws  Chapter  71A  (Transitional 
Bilingual  Education  Act). 


•  Massachusetts  General  Laws  Chapter  74  (Occupational 
Education) 

For  further  information  on  these  and  other  related  mandates, 
please  contact  the  Legal  Office. 

II.  DEPARTMENT'S  CIVIL  RIGHTS  ENFORCEMENT  AND  TECHNICAL  ASSISTANCE 
FUNCTIONS 

A.  Internal  Obligations: 

1 .   Policy  Development  and  Review; 

Each  Department  employee  has  the  continuing  obligation  to 
review  all  aspects  of  the  Department's  practices, 
policies,  guidelines,  regulations  and  statutes  to  insure 
that  they  do  not  discriminate  against  protected  groups. 
This  "review"  should  take  the  form  of  looking  at  both 
longstanding  practices  and  newly  developed  activities  or 
publications  to  assure  that  all  groups  are  treated  fairly 

B.  External  Obligations: 

1.   Monitoring  of  School  Districts: 

Department  staff  conduct  several  types  of  monitoring. 
These  can  range  from  an  audit  of  a  particular  type  of 
program  to  review  of  an  application  for  funds  for 
specific  activities  to  on-site  visits.   Whenever  these 
monitoring  visits  or  reviews  occur,  Department  staff  must 
insure  that  the  school's  activities  or  plans  do  not  have 
the  effects  of  discriminating  against  individuals  on  the 
basis  of  race,  color,  sex,  religion,  national  origin  or 
handicapping  condition. 

2.     Complaint  Management: 

Complaints  that  are  entered  into  the  Department's 
complaint  management  system  often  have  civil  rights 
implications. 

While  resolution  of  the  specific  issues  may  be  sufficient 
to  meet  the  requirements  of  the  complaint  management 
system,  the  incident  should  be  examined  to  determine  if 
there  are  larger  issues  involving  the  civil  rights  of 
other  students  in  the  particular  school  system. 


3.  Each  of  the  items  described  above  leads  to  one  of  the 
Department's  paramount  functions  and  duties:   the 
provision  of  technical  assistance  to  school  districts  to 
improve  their  operations.   In  the  area  of  civil  rights, 
this  can  take  many  forms  including  workshops,  self- 
analysis  sessions  and  the  development  of  plans  or 
strategies  to  prevent  future  civil  rights  problems. 

4.  In  those  rare  instances  where  a  school  district  refuses 
to  change  its  practices  or  procedures  despite  the 
Department's  offer  of  technical  assistance,  the  situation 
should  be  brought  to  the  attention  of  the  Legal  Office. 
Legal  Office  staff  can  ask  the  Commissioner  and  the  Board 
of  Education  to  refer  the  matter  to  the  Attorney  General 
for  appropriate  legal  action.   If  the  particular 
situation  can  be  tied  to  a  specific  funding  source, 
restrictions  on  the  use  of  such  funds  can  be  imposed. 

III.  CIVIL  RIGHTS-RELATED  RESOURCES  IN  THE  DEPARTMENT  OF  EDUCATION 
Office  of  the  Deputy  Commissioner  for  Program  Operations: 

•  Responsible  for  civil  rights  in  the  Department  of  Education. 
The  Deputy  Commissioner  serves  as  chairperson  of  the  Civil 
Rights  Task  Force,  and  as  liaison  with  the  U.S.  Office  for 
Civil  Rights. 

Civil  Rights  Task  Force: 

•  Evaluates  and  advises  on  civil  rights  issues,  makes 
recommendations  regarding  policy  changes,  and  provides 
technical  assistance  to  Department  staff. 

Legal  Office: 

•  Provides  technical  and  legal  assistance  to  the  Commissioner 
and  Department  of  Education  staff  and  assists  them  in  inter- 
preting and  enforcing  state  and  federal  education  laws  in 
local  school  districts. 

Equal  Educational  Opportunity: 

•  Provides  civil  rights  technical  assistance  to  regional  office 
transitional  bilingual  educators  (TBE),  and  Lau  compliance 
staff  in  order  that  access  and  equity  for  linguistic  minori- 
ties in  local  education  agencies  (LEA's)  is  ensured. 
Provides  technical  assistance  in  race  desegregation  of  school 
systems.  Recommends  funding  for  magnet  schools  and  desegrega- 
tion planning.   Recommends  funding  for  transportation  and 
construction  related  to  desegregation.   Serves  as  a  resource 
to  the  Office  of  the  Deputy  Commissioner  for  Program  Opera- 
tions, which  is  responsible  for  civil  rights  oversight  and 
coordination  of  civil  rights  policy  development  and 
enforcement . 


Regional  Education  Centers: 

•  Department  of  Education  services  are  provided  through  the  six 
Regional  Education  Centers  and  representatives  of  many  of  the 
Divisions,  Bureaus,  and  units  described  below  are  located  in 
the  Regional  Centers. 

Program  Divisions: 

Division  of  Curriculum  and  Instruction 

•  Chapter  622  staff  in  Curriculum  and  Instruction  —  Provides 
technical  assistance  and  monitoring  to  school  systems  to 
resolve  complaints  concerning  violations  of  the  Massachusetts 
law  which  prohibits  discrimination  based  on  race,  sex,  color, 
religion  or  national  origin  ("Chapter  622"). 

•  Transitional  Bilingual  Education  Bureau  —  Responsible  for 
administering,  monitoring,  and  providing  technical  assistance 
for  state  and  federal  bilingual  education  programs  and  pro- 
grams for  national  origin  desegregation  assistance,  refugees, 
and  children  of  migratory  workers. 

Division  of  Occupational  Education 

•  Bureau  of  Program  Service  —  Oversees  implementation  of  laws 
and  procedures  regarding  equal  access  to  vocational  education 
for  target  populations.   The  Bureau's  Equity  Unit  staff 
reviews  admissions  plans,  including  policies  and  data, 
coordinates  the  admissions  activities  of  regional  staff,  and 
coordinates  with  other  divisional  bureaus  the  implementation 
of  the  sex  equity  provisions  of  the  Carl  D.  Perkins 
Vocational  Education  Act. 

Division  of  Special  Education 

•  Bureau  of  Program  Audit  and  Assistance  —  Audits,  investi- 
gates and  monitors  special  education  programs  in  public  and 
private  schools.   Provides  follow-up  on  problem  areas  and 
non-compliance  issues  from  audits  and  compliance  reviews. 
Reviews  special  education  programs  to  ensure  that  racial  and 
ethnic  minorities  are  not  disproportionately  assigned  to  such 
programs. 

Division  of  School  Facilities  and  Related  Services 

•  Bureau  of  External  Audit  —  Responsible  for  monitoring 
transportation  and  maintenance  monies  in  school  systems  to 
ensure  proper  spending.   When  necessary,  they  flag  and  refer 
complaints  to  appropriate  program  divisions.   Performs 
financial  audits  of  all  state  and  federally  funded  programs 
in  local  school  districts. 


Bureau  of  Nutrition  Education  and  School  Food  Services  — 
Responsible  for  monitoring  the  school  lunch  program  which  is 
based  on  economic  need. 


VI.  STEPS  IN  CIVIL  RIGHTS  ISSUE  IDENTIFICATION  AND  THE  MONITORING 
PROCESS 

In  practice,  the  application  of  Department  employees'  civil 
rights  responsibilities  occurs  in  several  steps. 

A.   Identification/Recognition: 

What  is  a  civil  right  issue?  When  does  a  problem  have  civil 
rights  implication  and  when  does  it  not?   Identification  of  a 
civil  rights  issue  can  occur  as  a  result  of  reviewing  grant 
proposals,  data  on  enrollment  in  school  or  programs, 
curriculum  materials  or  other  documents;  while  visiting  a 
school,  community-based  organization,  or  collaborative  where 
the  Department  funds  or  administers  programs  and  services;  or 
as  a  result  of  a  complaint  or  information  from  others.   Not 
all  inequities  or  undesirable  practices  by  school  districts 
or  other  organizations  within  the  Department's  purview  are 
illegal.   Furthermore,  not  all  illegal  or  unfair  practices 
are  civil  rights  issues  but  may,  instead,  be  violations  of 
other  laws  or  requirements. 

A  civil  rights  issue  must  always  involve  one  or  more  members 
of  one  or  more  protected  groups,  and  any  alleged  discrimina- 
tion must  be  on  the  basis  of  membership  in  that  group.   For 
example,  a  practice  that  excludes  9th  grade  females  from 
participation  in  computer  science  classes,  though  perhaps 
educationally  undesirable,  would  not  be  a  civil  rights 
violation  if  9th  grade  males  were  excluded  too.   On  the  other 
hand,  the  practice  should  be  identified  as  a  potential  civil 
rights  violation  if  all  the  9th  graders  in  computer  science 
classes  are  males.   Further  investigation  would  be  needed  to 
determine  whether  all  reasonable  efforts  had  been  made  by  the 
school  district  to  include  9th  grade  females  in  those 
classes,  or  whether  the  school  district's  policies  or 
practices  unfairly  excluded  them. 


B.   Reporting: 

Who  should  report  a  potential  civil  rights  problem  or 
violation,  and  to  whom?  Clearly,  any  Department  employee  who 
receives  information  on  a  potential  civil  rights  problem  has 
an  obligation  to  see  that  it  is  reported  to  appropriate 
Department  staff  for  follow-up. 

In  general,  civil  rights  issues  involving  specific  programs 
should  be  followed  up  by  representatives  assigned  to  monitor 
those  programs  and,  possibly,  by  the  Bureau  of  Equal 
Educational  Opportunity  and/or  Chapter  622  staff  members.   For 


example,  an  issue  involving  a  special  education  student  would 
probably  be  investigated  by  special  education  staff.   A 
potential  civil  rights  issue  involving  occupational  education 
policies  or  practices  as  they  affect  special  education  students 
probably  would  be  investigated  by  representatives  of  both 
special  and  occupational  education,  or  by  staff  from  one 
program  area  in  consultation  with  staff  from  the  other.   The 
Bureau  of  Equal  Educational  Opportunity  and/or  Chapter  622 
staff  should  probably  be  notified,  and  if  the  issue  is  of 
sufficient  gravity  or  pervasiveness,  the  Legal  Office  program 
areas  are  involved,  an  interdisciplinary  approach  to 
investigating  and  resolving  issues  is  used. 

Issues  that  appear  to  be  violations  of  student  rights,  without 
respect  to  membership  in  a  protected  group  or  participation  in 
a  specific  program,  should  be  referred  to  staff  of  the  Bureau 
of  Student,  Community,  and  Adult  Services  in  the  Division  of 
Curriculum  and  Instruction.   Apparent  violations  of  program 
regulations  that  do  not  affect  the  rights  of  all  students  or 
the  civil  rights  of  protected  groups  should,  if  identified,  be 
referred  to  the  appropriate  program  staff  person  for  follow-up. 

Specific  procedures  for  reporting  have  been  established  in  each 
of  the  regional  centers  and  central  office  units.   The 
complaint  management  system  should  be  used  for  recording  and 
responding  to  complaints.   More  detailed  information  on 
reporting  procedures  and  on  the  use  of  your  complaint 
management  system  is  available  through  your  supervising 
manager . 

C.   Monitoring : 

How  does  the  Department  help  school  systems  work  to  prevent 
and  make  progress  in  eliminating  civil  rights  problems? 
Assistance  is  given  to  systems  through  the 
monitoring/technical  assistance  and  management/resolution 
process . 

Trie  monitoring  process  usually  includes  collection  and 
analysis  of  statistical  data  and  programmatic  data,  as  well 
as  desk  and  on-site  reviews.   Each  division  has  detailed 
guidelines  of  the  monitoring  procedures  used  for  specific 
program  areas. 

Monitoring  serves  as  an  evaluatory  mechanism.   The  results  of 
monitoring  are  used  to  determine  needs  of  school  systems  and 
the  type  of  technical  assistance  to  be  given.   Active  efforts 
by  the  school  system  over  and  above  compliance  are  recorded 
and  the  school  system  receives  commendation.   Also  included 
in  the  monitoring  reports  are  problem  areas  and 
recommendations,  with  time  lines  to  remedy  the  problem  area 
of  non-compliance.   Personnel  from  the  Department  work 
closely  with  school  system  staff  to  achieve  compliance  with 
civil  rights  laws  and  regulations. 


D.  Technical  Assistance: 

What  is  technical  assistance?   Technical  assistance  is  the 
means  by  which  the  Department  of  Education  personnel  provide 
information,  data,  resources,  and  recommendations  that  will 
help  school  systems  to  remedy  a  problem,  improve  curriculum 
instruction  and  achieve  compliance  with  educational  laws. 
Forms  of  technical  assistance  may  include:   a)   training  of 
trainers;  b)   serving  as  workshop  leaders  at  in-service 
training  sessions,  or  c)  working  with  school  systems  to 
develop  a  plan  of  action. 

E.  Management /Resolution 

What  kinds  of  actions  can  the  department  take  to  resolve  a 
civil  rights  problem,  including  enforcement  remedies,  if 
necessary?   Any  process  used  by  the  Department  personnel  in 
an  effort  to  remedy  complaints  or  non-compliance  issues  is  a 
part  of  the  management  resolution  procedure. 

The  procedure  to  handle  complaints  has  been  clearly 
identified  and  can  be  obtained  from  any  one  in  the  complaint- 
management  system.   All  complaints  must  be  channeled  through 
that  system. 

Other  types  of  management/resolution  procedures  vary  from 
a)   close  follow-up  on  implementation  of  activities  defined 
in  a  monitoring  report,   and  adherence  to  time-lines;  b) 
direct  and  close  working  relationships  between 
Bureaus/Divisions/Regional  Offices  and  the  Legal  Office;   c) 
direct  lines  of  communication  between  the  Department  and 
enforcement  agencies  such  as  the  Office  for  Civil  Rights.   In 
some  cases  approval  of  funds  is  withheld  until  implementation 
and/or  compliance  takes  place. 

As  part  of  its  personnel  orientation  for  new  employees,  the 
Personnel  Office  offers  civil  rights  training  to  all  new 
employees.   Additional  training  will  also  be  offered  in 
conjunction  with  the  Civil  Rights  Task  Force  and  will  be  made 
available  to  staff  at  their  work  locations.   For  information 
on  the  latter  training,  call  Cheryl  Skipper  at  770-7334. 


